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CHAPTER 1

GENERAL | NFORMATI ON

1000. | NTRODUCTI ON

1. Purpose. The mission of the Conbat Center is to admi nister and conduct the
MCAGCC traini ng program conbined arns training of Fleet Marine Force units, both
active and reserve, to manage and conduct the functioning of Communication and

El ectroni cs School s aboard MCAGCC, and to administer the day to day functioning of
the Conbat Center. To acconplish this mssion, a high state of equipnent readiness
is essential. This SOP provides detail ed gui dance for nanagi ng the nmai nt enance of
equi prent necessary to acconplish the MCAGCC m ssion. M ntenance managenent

requi renents and responsibilities are identified and the procedures for their
acconpl i shment are assigned to the appropriate Directorate/ Conmand/ D vi si on
responsi ble for their inplenmentation

2. Score. Equi prment maintenance at all levels within this command will be perfornmed
according to the mai ntenance managenent procedures outlined in the references. This
SOP, as augnented by other maintenance related directives issued by this and hi gher
headquarters, provides inplenentation instructions for the Marine Corps Integrated
Mai nt enance Managenent System (M MVS) programwithin this command and as such can be
used by Headquarters Battalion and all the Directorates aboard MCAGCC. I n cases
where conflicting procedures are encountered, the Conbat Center Mi ntenance
Managenment O ficer (CCMMD w Il be contacted for a decision on the procedure to be

f ol | owed.

1001. COVWAND RESPONSI BI LI TY

1. Division Heads, commodity managers and responsible officers (RO are responsible
for the enpl oynent, maintenance and security of all equi pnment assigned to their
sections per references (a) through (g). Uilizing the MM program and ot her

rel ated equi pmrent mai ntenance and supply systens, the Division Heads, conmodity
managers and responsi ble officers will assist the MMOin acconplishing the
fol | owi ng:

a. FEvaluate readiness postures with respect to equipnment reliability and
mai ntai nability.

b. Determ ne support requirenments for sustained operations.
c. Forecast equipnment failure rates.

d. Accurately project readi ness | evels upon conclusion of training depl oynent
in ternms of personnel, noney and materials.

e. Serially track all mssion essential equipnent.

f. Establish positive control over the unit’s technical publications control
pr ogr am

g. Establish positive control over the unit’s calibration control program
i. Establish positive control over the unit’s nodification control program

j. Establish positive control over the unit’s technical nanpower managenent
program to include technical training of maintenance personnel
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k. Establish positive control over the unit’'s tool sets, chests, kits and
equi pnent conponents.

. Recognize the requirenment for the establishnment of a detailed internal
techni cal inspection programwhich will enhance rapid correction of deficiencies and
enforce the Conbat Center’s Miintenance Managenent Program

m Establish positive control over the unit’s records and reporting procedures.

n. Mintain accurate and up to date equi pnent records for all assets within the
unit.

2. Division Heads, comodity nanagers and responsible officers will be able to
brief their respective D rector/Conmmander on equi prent readiness within their
section at any tine.

3. Division Heads, comodity nanagers and responsible officers will be able to
advise their respective Director/Commander of any mai ntenance problens that cannot
be resol ved t hrough nornmal channel s.

4. Conbat Center Maintenance Managenent Officer (CCMMD) . The Conbat Center

Mai nt enance Managenent Officer will be responsible for the overall coordination of
t he organic and support mai ntenance effort of MCAGCC. Throughout this SOP
responsibilities specifically assigned to the CCMMO wi || be annotated *CCWOD.”
Responsibilities assigned to MMJO s are applicable to the
Directorate/Battalion/Di vision MO s.

1002. COVBAT CENTER ECHELON CAPABI LI TIES

1. First Echelon Mintenance. First echel on maintenance i s mai ntenance perforned by
the operator of the equipment. Al sections are authorized, and required to perform
first echel on mai ntenance for their assigned equi pnent.

2. Second Echel on Mai nt enance. Second through fifth echel on mai ntenance is
performed by nechani cs and technicians. The foll owi ng echel ons of mai ntenance apply:

SECTI ON ECHELON EQUI PMENT

Exer ci se Support Division 2d “AT,B,"CL, "D, TR, "H TAMS
GVED Economi cal Repair “G TANS

Facilities M ntenance Econoni cal Repair “B’,”G TANS

TVI SC 3d (Limted) (audi o/ vi sual )

Headquarters Battalion 2d (arnory) “E" TAMVB

RTE 5th (Limted) “E" TAMS

C&D Directorate Econoni cal Repair (conmercial comm

3. Third Echel on Maintenance. Third echel on mai nt enance (not performed by MCAGCC
organi zations) is performed by qualified technicians and nmechani cs of Conbat Service
Support G oup-l (CSSG 1) and the Conbat Service Support Detachment (CSSD) assigned
to the Conbined Arnms Exercise (CAX) force.

4. Fourth Echel on Maintenance. Fourth echel on mai ntenance is perforned on a linmted
basis by qualified technicians of CSSG-H.

1003. STAFF RESPONSIBILITIES. The staff officers performspecialized duties and
provide the CG with technical advice.

1. Division Heads, commodity managers, responsible officers, and M ntenance
Managenment O ficers will be able to advise their Director or Conmmander of their
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readi ness posture. The foll owi ng are mai ntenance nanagenent functions that
i ndividual s in a mai ntenance supervisory role will performto assure a high state of
equi prent readi ness:

a. Supervise the maintenance of equi pnent for which they are responsible.

b. Ensure that required mai ntenance resources (personnel, publications, tools,
facilities, etc.) are available to performthe m ssion

c. Ensure records and reports are properly maintained.

d. Participate in maintenance special progranms, if applicable, to include the
Recovery and Evacuati on Program (R&E), Inspect and Repair Only As Needed Program
(I ROAN), and Marine Corps Corrosion Control prograns.

2. Director, Manpower Directorate. Serves as principal staff officer in all matters
pertai ning to personnel managenent, assignment and repl acenment. Cogni zant staff
officers for specific commodity areas will provide recommendations to their
perspective MMO who will then recomend optinumskill |evel distribution of

personnel to the Director, Manpower Directorate. Every effort will be nade to ensure
assi gnment inbal ances do not occur. The Director, Installations and Logistics
Directorate (1&L), and the CCMMDO, wi |l assist Directors/ Conmanders in the

eval uati on of mai ntenance personnel requirenents.

3. Director, Operations and Training Directorate. Serves as the principal staff
officer on matters pertaining to training, including equipnment maintenance training
and will coordinate with the COMD concerning formal school requirenents for

mai nt enance per sonnel

4. Director. Installations and Logistics Directorate. Serves as the principal staff
officer on matters pertaining to logistics, including those matters relating to
equi prent mai nt enance. The Director will:

a. Coordinate the logistical functions of the staff and operational el enents;
including all comodity areas.

b. Exercise staff cognizance over the CCOVWDO and all rmai ntenance rel ated areas.

5. Conbat Center Maintenance Managenent Officer (CCMMD). The CCVMO wi Il devel op and
manage the Conbat Center’s Mai ntenance Managenent Program and is responsible for
coordi nating the proper utilization of all maintenance resources wthin the Conbat
Center. The CCMMO wi Il have direct access to the Directors/Comanders on all matters
concer ni ng equi prent readi ness. The COWO wi | | :

a. Ensure that the Director, Installations and Logistics is informed of al
mai nt enance matters which affect the acconplishnment of the Conbat Center’s m ssion

b. Assist MVOs/commodity managers/responsible officers in the establishnent of
quality control prograns, in conducting an effective calibrations control program
and the establishnent of an effective nodifications control program

c. Assist MMXs/comodity managers/responsible officers in obtaining and
mai nt ai ni ng techni cal publications and the proper maintenance of equipnent files and
records.

d. Revise the Conbat Center Mintenance Managenment SOP as necessary to nmaintain
policy that is current with other Conbat Center and hi gher headquarters’ maintenance
rel ated directives.

e. Assist MMXs/comodity managers/responsi ble officers in obtaining and
mai nt ai ni ng appropriate tools and Test Measuring and Di agnhostic Equi prent ( TMDE)
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MAI NTENANCE MANAGEMENT SOP 1003
f. Recomend changes in the range and depth of the maintenance fl oat.

g. Inspect the various Directorates/Divisions/commodities within the Conbat
Center organization and Headquarters Battalion to ensure conpliance with this Mnual
and ot her applicabl e nmai nt enance nmanagenent directives.

h. Coordinate with the MMOs/ conmodity nmanagers/responsible officers to ensure
t hat mai nt enance and mai nt enance managenent personnel receive proper training. This
duty includes assistance in the establishnment and nonitoring of maintenance training
progr amns.

i. Assist in the coordination between section Supply O ficers and the Materi al
| ssue Point (MP), CSSG-, to ensure that repair parts and Stock List-3 (SL-3)
conponents are requisitioned and received in a tinmely manner.

j. Coordinate the procurenent of maintenance funds with the Fiscal Oficer.

6. Directorate/Battalion/Di vision Mintenance Managenent Officers (MM . Each
Directorate, Battalion, or Division that has nore than one conmpdity area and

aut hori zed 2d echel on or higher maintenance capability in one or nore commodity area
shal | appoint, as an additional duty, a maintenance managenent officer (MVO and
provi de a copy of the appointing letter to the COWO., This additional duty can be
hel d by a SNCO or officer. The specific duties of the MMO are listed in Appendix A
wi th the page nunber where the duties are contained in this Manual. The foll ow ng
MMO s are responsi ble for maintai ning a coherent nai ntenance managenent program for
the commodities within their Directorate/Battalion/D vision.

a. Operations and Training Directorate MVO

(1) Training Visual Information Support Center (commodity 1st through 3d
echel on)

(2) Rifle Team Equi pnent Shop (commodity 1st through 5th echel on)
(3) Sergeant’s Course Arnory (commodity 1st through 2d echel on)
(4) Tactical Exercise Evaluation Control Goup (commodity 1st echel on)
(5) Expl osive Ordnance Disposal Unit (commodity 1st echel on)
(6) Range Mai ntenance Division (commodity 1st echel on)
b. Communi cation and Data Directorate MVO
(1) Electronics Mintenance Branch (commodity unlimted echel on)
(2) Tel ephone Branch (commodity unlinted echel on)
(3) Information Systens Support Branch (commodity unlimted echel on)
c. Headquarters Battalion MMO
(1) Arnmory (commodity 2d echel on)
(2) Provost Marshal O fice (comodity 1st echel on)
d. Facilities Mintenance Division (FVD) MVD
(1) Engineer repair commodity (unlimted echel on)

(2) Garrison Mbile Equipnment commodity (unlimted echel on)
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e. Equi pnent Al owance Pool (EAP) MMO
(1) Communications repair comodity (3d echel on)
(2) Engineer repair commodity (3d echel on)
(3) Ceneral Supply commodity (3d echel on)
(4) Motor Transport commopdity (3d echel on)
(5) Ordnance commodity (3d echel on)
(6) Electronics commodity (3d echel on)
7. Head, Supply Division. Serves as principal staff officer under the cognizance of
the Director, Installations and Logistics. Responsibilities include managenent of

organi c accounts including supply support to the organic maintenance effort unless
that supply support is provided by the Material Issue Point (MP), CSSG 1.

8. Center Commpdity Managers/Responsible Oficers. The Conbat Center is not
structured to have personnel serving in the capacity of conmodity nmanagers as a
primary duty; however, in order to establish a chain of responsibility and |ine of
conmuni cati on within the nmai ntenance managenent network, the follow ng sections will
appoi nt a conmodi ty manager or responsible officer. Responsible officers that
operate a section where there is no conmodity nanager assigned will adhere to the
responsibilities of the commodity manager as identified by Marine Corps directives
and this SOP. An appointnment letter of the followi ng section's comodity
manager s/ responsi bl e officers will be forwarded to the appropriate
Directorate/Battalion/Di vision MM and the CCMMO for inclusion into the turnover
files.

Garrison Mbile Equi prent Division.

Range Mai nt enance Divi sion.

Training Visual Information Support Center.

Ri fl e Team Equi prent Repair shop.

Sergeant’s Course arnory.

Tacti cal Exercise and Eval uation Control G oup communication section.
Expl osi ve Ordnance Di sposal Unit.

Headquarters Battalion arnory.

Provost Marshal’s O fice.

Equi pnrent Al | owance Pool Communications Repair Section.

Equi prent Al | owance Pool Engi neer Repair Section.

Equi pnrent Al | owance Pool GCeneral Supply Repair Section.

Equi prent Al | owance Pool Mtor Transport Repair Section.

Equi prent Al | owance Pool Ordnance Repair Section.

Equi pnrent Al | owance Pool El ectronics Repair Section.

Facilities M ntenance Division Engi neer Repair Section.

Facilities M ntenance Division Garrison Mbile Equi pment Repair Section.
El ect roni ¢ Mai nt enance Branch.

Tel ephone Branch.

I nformati on Systens Support Branch.

TemTLeTOS3ITAETF@ TR0 DY

1004. DESKTOP PROCEDURES AND TURNOVER FOLDERS

1. Desktop Procedures

a. The frequent turnover of personnel often results in a |lack of experience and
continuity in day to day operations. Proper use of desktop procedures and turnover
folders greatly inproves the overall efficiency of an organi zation by providing a
means for newy joined personnel to carry on maintenance functions.
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b. Desktop procedures should not be all inclusive or formalized, but rather, a
listing of significant itens or notes pertinent to everyday operations within a
particular billet. Sone itenms to
be included are:
(1) Current references.
(2) Detail ed explanati ons of procedures for carrying out required duties.

(3) Required reports with due dates and to whomthe report is to be
subm tted.

(4) Nanmes and tel ephone nunbers of counterparts and individuals who may need
to be contacted.

2. Turnover Fol ders

a. Turnover folders are nore general in nature and include information about
policy, personnel, status of pending projects, references, nanagenent controls,
functions of section/unit, and ways and neans of acconplishing routine as well as
i nfrequent tasks. The inportant consideration is that the contents of the folder
shoul d be directed toward rendering maxi nrum assi stance to the relief.

b. To be of real value, turnover folders will contain, at a minimum the
fol | owi ng:

(1) Title of the billet.

(2) To whom the individual occupying the billet reports and i ncunbents of
billets subordi nate thereto; including assignment letters.

(3) The mission of the billet (broad billet responsibilities).

(4) The functions involved in acconplishing the mssion (principal action
t aken).

(5) Tasks and basic operations regularly perfornmed in acconplishing specific
functions.

(6) List of orders or other directives which are pertinent to the billet.
(7) List of required reports, dates of subm ssion, etc.

(8) Relationship with activities both in and not in the official chain of
command, including unofficial |iaison and coordinating functions. Brief statenents
concerning the types of matters on which these agencies are consulted shoul d be
i ncl uded.

(9) Personal contacts within or external to the command, listing tel ephone
nunbers and/ or addresses. The purpose served by the contact should al so be included.

(10) M scel l aneous information should be included; e.g., adm nistrative or
operational procedures peculiar to the billet, such as dual responsibility for
certain functions or limtations in responsibility or authority within particul ar
functions. Include al so any other data which might assist in carrying out the
responsi bilities.

(11) Past, pending and anticipated projects should be itenized and
continually kept current. A short resune of past projects considered unusually
i nportant, a status report of each pending project and a brief outline of projects
consi dered worthwhile for future inplenentation should al so be incl uded.
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c. At amnimum individuals listed as follows will rmaintain turnover folders:

(1) Mai ntenance Managenent O ficer/ Chief.

(2) Mai ntenance O ficer/ Chief.

(3) Section Commodity Manager/ Chi ef.

(4) Supply Oficer/Chief.

d. Billets required to maintain desktop procedures:

(1) QOR'M MVS d erk.

(2) Publications/File derk

(3) Calibration/Mdification Control Cerk

(4) M MvB/ Records d erk.

(5) Supply/Layette Cerk

(6) Tool Room NCO

(7) Battery Shop NCO

(8) Quality Control NCO
3. Al personnel required to nmaintain desktop procedures and/or turnover folders
are “Key Personnel” and will be assigned in witing to the appropriate billet and
duties. Original, or copies as appropriate, of the appointment letters will be
mai ntai ned in the turnover or desktop folder. Those personnel required to nmaintain
turnover folders will maintain a copy of the appointnment letters for all their
subor di nat e mai ntenance billet assignnents. For exanple; the MO will rmaintain
assignment letters for all commodity managers under his cogni zance. Commodity
managers will maintain assignment letters for tool room NCO M NM clerk, etc. The
CCMWO wi Il mai ntain assignment letters of all of the subordinate MMO s and conmodity

nmanagers.

4. Desktop procedures for each “Key Personnel” billet will be conplete and separate
fromother billet’s desktop procedures/turnover folders.
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MAI NTENANCE MANAGEMENT SOP

CHAPTER 2

MAI NTENANCE OPERATI ONS

2000. MAI NTENANCE PALI CY

1. Scope. Miintenance on all organic equipnent will be in conpliance with current
directives/technical publications and consistent with operational comm tnents and
requi red schedul ed periodic services. The mai ntenance programw || include
systemati c inspection, detection and correction of possible failures before they
occur. The effort by all personnel in |eadership positions to stress the inportance
of sound mai ntenance procedures will positively affect the high state of equi pment
readi ness desired at the Conbat Center.

2. Types of Maintenance. Maintenance operations are principally directed toward
acconpl i shing the foll ow ng:

a. Preventive maintenance (PM

b. Corrective maintenance (CM.

c. Equipnent inspection.

d. Load testing.

e. Equi pnent nodification.

f. Equi prent calibration.

g. Equi pnent support/publication control.
3. Preventive Miintenance (PM and Corrective Mintenance (CM. The
Directorate/ Command MO s will nonitor and adm nister PM and CM prograns per
par agr aphs 3002 and 3003 of reference (b); and references (c) and (d). Commodity

manager s/ responsi bl e officers will ensure that proper PMand CM practices are
fol | owed.

2001. ASSI GNVENT OF OPERATORS

1. Primary Qperator. As practical, a specific operator/crew will be assigned to
every principal end item of equi pnent for the performance of operator maintenance.
In the case of crew served weapons, appropriate crews will be assigned. Were
necessary, an operator may be assigned the responsibility for nore than one item of
equi prent, e.g., prinme nover and trailer conbinations.

2. The following mlitary or comercially procured equi pnent, unless
a conponent of a major end item are considered to be principle
end-itens:

a. Mdtor driven equipnent.

b. Trailers.

c. Radio sets.

d. Generators.

e. Flood Iights.
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f. Switchboards.
g. Radar sets.
h. Crew served weapons.
3. Alternate Operator. Certain operational conmtnments nay reduce the availability
of assigned operators. In such cases the conmmodity nanager/responsi ble officer may

assign an alternate operator. \Wile under their control, the alternate operators
will performall required operator’s maintenance on that equipnent.

2002. ALLOCATI ON OF MAI NTENANCE TRAI NI NG AND PERFORMANCE TI ME

1. Miintenance Training. Equi pnent nmai ntenance, operator maintenance, maintenance
managenent, and mai ntenance supervisor training, will receive as nuch enphasis as
that given to operational and tactical training. Training priorities for m ssion
oriented and MOS training shall be in accordance with MCO P1200. 7.

2. Schedul ed Mai ntenance. Commopdity managers will initiate appropriate procedures
within their sections or shops to ensure that all necessary nai ntenance, to include
PM CM and nodifications, are schedul ed and conpleted in a tinmely manner. In al

cases where the echelon of schedul ed nmai ntenance permts, operators or crews
assigned to the equipnment will be included in the mai ntenance action. The schedul i ng
of PM S should take into account predictable events that will interfere with such
mai nt enance; e.g., field exercises, deploynments, or holidays.

3. Maintenance Supervision. Conpetent supervisory personnel will be assigned to
nmoni t or and supervi se schedul ed nmai nt enance periods. Al maintenance will be
performed in strict conpliance with appropriate directives and publications. Those
publications will be physically a avail able during mai ntenance periods. Required
parts and tools will be available at the start of the naintenance period.

2003. SHOP OPERATI ONS

1. Ceneral. Each commodity nanager/responsi bl e officer shall establish policies on
i nternal mai ntenance shop operations. These policies shall include:

a. Procedures for the scheduling of maintenance.

b. Quality control procedures.

c. Procedures to prevent unauthorized mai ntenance and abuse.
d. Modification control procedures.

e. Tool control procedures.

f. Test neasuring and di agnostic equi pnment (TMDE) (Calibration) control
pr ocedures.

g. Resource (PEB, parts layettes, etc.) control procedures.

h. Publications procurenment and control procedures.

i. Procedures for the nanagenment of maintenance rel ated docunents and records.
j. Procedures for the internal review of maintenance managenent functions.

k. Mai ntenance managenent, MOS and supervi sory training program
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2. Designated Mintenance Areas. Maintenance will be performed in the follow ng
areas:

a. Mdtor Transport/Engi neer Mi ntenance/ Ordnance - bl dg 2044; and conpound.
b. Communi cati ons M ntenance - bl dgs 2044, 1981 and 1529.

c. Comercial Mdtor Transport (GVED) - bldg 1920.

d. Commercial Engi neer Mintenance (FachMaint) - bldg 1129.

e. Audio and visual training equipnent (TVISC) - bldg 1653.

f. R fle Team Equi prent (RTE) - bl dg 2144.

g. Headquarters Battalion (Arnory) - bldg 2026.

h. Conputer maintenance (1SSB) - bldg 1529.

3. Comodity managers/responsible officers will assign, in witing, key personne
within their shops/sections per paragraph 1004.3 of this Minual. The
responsibilities of these individuals may vary in each section. The title of the
billet, authority and responsibilities will be described for all shops/sections.

a. The commodity managers/responsible officers will direct and schedule all PM
of equi prent under their control and determine the priority of corrective
mai nt enance.

b. The Directorate/ Cormand Mai nt enance Managenent O ficer will direct and
schedul e all CM on equi pnent under their control

c. The Shop Chief enforces the maintenance policies of the commodity
manager/responsi bl e offi cer and Mai ntenance Management O ficer

d. Marine Corps Integrated Mi ntenance Managenent (M MMVS) cl erks have the
responsibility of ensuring that all Equi pnent Repair Orders (ERO s) submitted by
commodity sections are properly conpleted per TM 4700-15/1G Additionally, the M MVB
clerk will ensure that pertinent data is accurately entered into the M MG Al S
systemin a tinely nmanner.

e. The layette clerks have the responsibility of establishing |ayettes/ERO bins
for equi pnment undergoing repairs. This includes receiving repair parts, issuing
repair parts, appropriately annotating the EROSL/ source docunent upon reciept/issue
of the part and controlling access to the layette room Wen all critical parts have
been received, the layette roomclerk will notify the appropriate shop chief so work
may begi n.

f. Directorate/ Command Mi ntenance Managenent O ficers will ensure that al
equi prent under their control is worked on in a tinely and professional nmanner to
precl ude unnecessary del ays.

g. Calibration clerks will maintain a viable up-to-date automated calibration
program and ensure that all TMDE is maintained in the highest state of readiness.

h. Modification clerks will maintain a viable up to date nodification program
t hat ensures each piece of equipnent requiring nodification has had the nodification
i ncorporated or an open ERO showi ng the nodification is being ordered or performed.

i. Publication clerks will ensure all publications required for maintenance of
equi prent are either on hand or on order
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j. Tool control NCOs will ensure all tools, sets and chests are inventoried
per reference (b), and are nmaintained in a clean and serviceabl e condition.

4. M ntenance Adm ni stration

a. Al maintenance services wll be requested on NAVMC 11245, Equi prent Repair
Order (ERO, Shop Repair Order (SRO NAVFAC 9-112005/4), or locally generated work
request for commercial off the shelf (COIS) itenms, as appropriate. \Wen properly
executed and control | ed, the ERQ SRO becones an order for services and the authority
to expend funds and requisition repair parts. EROs/SRO s are used for transmtting
work fromthe organi zational |evel to higher echelons and will be conpleted per TM
470015/ 1G

b. Priorities used for repairing equi pnent (less GVED) and ordering parts will
be assigned per MO 4400.16G Not m ssion capable supply (NMCS) indicators will be
assigned in accordance with UM 4400-124. The conmodity nanagers/responsi bl e
officers will ensure the priority indicator assigned is consistent with the actual
urgency of need.

c. CCBul 5000, Reinvention Laboratory, outlines procedures for requesting
relief frompolicies or regulations that create stunbling bl ocks or obstruct the
efficient and effective conpletion of MCAGCC s mission. This reference will be
utilized to request alternate methods of naintenance adm nistration or procedures.

5. ERO ERGCSL Aut hori zations

a. The Directors or Division Heads, as appropriate, will designate in witing
t hose individuals authorized to sign priorities to EROs and EROSL’s.

b. The Division Head/ Commanding Officer will review and sign, or delegate the
authority to review and sign, all priority 03 requests. Wien priority 03 is
aut hori zed, that authority extends to requisitions required to effect repairs. The
Di vi si on Heads/ Commandi ng OFficer may del egate, in witing, authorization to
requisition itens with priority 03 when those itens are required to support that
repai r which has been previously authorized via the ERO

c. Authorization letters to sign maintenance and supply requisition source
docunents, with sanmple signatures, will be updated by the Directorate/Conmand M40
quarterly or as required.

d. Notification to change the priority/category code of equi pnent |ocated at
the internedi ate maintenance activity will be submitted to the Commandi ng O ficer,
CSSG1 (MsU). The letter nust bear the signatures of all persons authorized to
approve the priorities in question. A sanple letter is contained in Appendi x B.

e. Category codes may be changed on existing EROs to reflect changes in the
status of equi prent by commodity managers. Changes will be made per UM 4790.5 or
hi gher headquarters directives and reflect the true status of equipnent. Conmodity
managers must ensure changes in category codes do not cancel job history of the
equi prent undergoi ng repair. Exanples of category codes are as foll ows:

Code Definition

M  Readi ness—+eportabl e equi pment, critical repairs, that deadline the item
N  Readi ness or nonreadi ness reportable end itens, noncritical maintenance.

P Nonreadi ness reportable, requiring critical repairs which deadline or degrade
its operational capability.
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Code Definition

X  Readi ness—+eportable, requiring critical repairs which do not deadline the
item but degrade its operational capability.

C Conmponent of an end—tem whi ch deadlines or precludes the end itemfrom
operating at its full capacity. Category Code “C’ ERO s are primarily for intershop
use. The status of the end item (deadlined or operational/ readi ness or nonreadi ness
reportabl e) nmust be reported through the use of category code “M, “N', “P" or “X
ERO s. Category Code “C’ is used to distinguish between repair for return to the end
item user as opposed to re turn to the supply systemof a secondary repairable
(rmai ntenance float) as is the case of Category Code 07,

D Depot repairables.

F  Secondary repairables.

K Calibration only.

0 Secondary repairable, shop overhead, preexpended bin itens to maintain
equi prent. When category code 0 is used for shop overhead/ preexpended bin itens.

S SL-3 application of operation/crew (1st echel on).

f. In instances where an ERO has been upgraded the follow ng steps will be
acconpl i shed concerning the ERO

(1) The new priority code and date will be entered in the “Description of
Work” bl ock of the ERO

(2) The person having the authority to upgrade will sign the “Mechanic’s
Si gnature” block of the ERO

(3) In the case of 03 priorities, the Division Head or Conmandi ng O ficer
or designated individual, will conplete the precedi ng steps.

h. ERCSL priorities may be changed by submtting a witten request to the MP
CSSG 1, citing the ERO nunber, the NSN, the docunent nunber and the new priority.

2004. EQUI PVENT EXCEEDI NG MAI NTENANCE CAPABI LI TIES

1. Ceneral. Equipnent requiring mai ntenance beyond the unit’s authorized echel ons
of mai ntenance will be evacuated to the next higher echel on of maintenance

aut horized to performthe required repairs. At no time will equipment requiring the
mai nt enance services of a higher echelon be held at the section level unless limted
3d echel on has been authorized (GVED will wutilize authorized contract services as
appropriate).

2. Induction Procedures. The followi ng steps are established for inducting
equi prent into the intermedi ate mai ntenance facility for repair:

a. Determnation by Quality Control (QC), and use of the appropriate technica
manual , that repairs cannot be performed or are not authorized at the organizationa
| evel .

b. Equi prent repair orders, Shop Repair Orders, or locally generated work
repair orders, as appropriate, will be used for submitting all work requirenents.
Equi pnrent repair orders and associ ated equi pnent records will be delivered to the
assigned repair facility at the time equipnment is delivered for repair.
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c. Organizational maintenance nmust be conplete to the extent that discrepancies
do not affect or prevent the perfornmance of requested internedi ate maintenance. This
i ncl udes a thorough lubrication and cl eani ng.

d. Al collateral equipnment, except for itenms which are required by the
mai nt enance activity to performthe requested repairs, will normally be renoved
prior to evacuation. Fuel tanks will be half full

e. Equi pnent involved in an accident or show ng obvi ous signs of m suse/abuse
must have an investigation conpleted to determ ne the responsibility for damages and
costs associated with the repair. Al vehicles pending an investigation will be
reported adm nistratively deadlined until the investigation is conpleted or until
rel eased for repair by the investigating officer. Only those vehicles actually
conbat deadlined will be reported as such. The person authorizing the repair nust
ensure that the investigation is conplete, or has been released for repair by the
i nvestigating officer.

3. Equi pnent Acceptance. Upon notification that repairs have been conpleted, the
owni ng unit’s mai ntenance representative will take the yellow copy of the EROto the
I MA mai ntenance facility. If the yellow copy has been lost, a letter fromthe MV
requesting return of equi pnent without the yellow copy, nust be presented. The
owning unit’s representative and the IMA quality control inspector will jointly
inspect the item If both are satisfied that the required repairs have been
conpleted, the unit representative will receipt for the item on the white copy of
the ERO Itens failing inspection will be reintroduced into the maintenance cycle
for repair. Conmmodity managers nust ensure that the name and phone nunber of the
unit’s representative to be contacted upon conpletion of repairs is clearly printed
on all evacuation ERO s.

2005. PERFORMANCE OF MAI NTENANCE SERVI CES

1. Preventive Mintenance (PM. The conmodity nmanager s/ mai nt enance officers program
t he scheduling and performance of the PMon their equiprment. Preventive maintenance
wi I | be acconplished per the schedul e and procedures established in applicable

equi prent technical publications. Equi prent which does not have a specific PM
schedul e indicated in the associated technical manuals will use reference (b),
Chapter 3 or reference (d) as appropriate.

2. Frequency. If equipnment is operated under adverse conditions for a period of
time, reference (b) authorizes the Division Head and Commandi ng Officer to reduce
the interval between the performance of PM services when conditions indicate the
need. Division Heads and Commanding Officers are al so authorized to extend or defer
PM services for the follow ng reasons:

a. FEquipnent is placed on adm nistrative deadl i ne.
b. Equipnment is placed in adm nistrative storage.

The criteria and PMrequirenents are depicted in references (b), (c) and (d). Test,
Measur enent, and Di agnosti ¢ Equi pnent (TMDE) placed in adnministrative
storage/ deadl i ne nust be classified as inactive and an “lInactive” |abel affixed.

c. Daily PM Services: These services are performed by the operator or crew each
day the equipnment is operated. These daily PM services for tactical equipnment and
operator inspection and services for GVE are divided into before, during, and after
operation services and operator inspection and services for GVE D screpancies noted
during these phases are to be recorded per TM 4700-15/1 G and Figure 7—% of reference

(c).
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(1) Before Qperation Service. This service is perforned on equi prment to
ascertain whether or not its condition has changed since | ast observed and to ensure
it is ready for operation. A wide range of events may occur between service checks;
e.g., physical damage from handling, corrosion or electrical connections, |eakage of
| ubricants, coolant, operating fluids, or tactical situations. A trained operator or
crew should efficiently performthis service as a matter of habit. If equipnent is
found to be unserviceable or requires PM appropriate action will be taken to effect
the required repairs and prevent further danage.

(2) During Qperation Service. While operating the equi prent, an operator or
crew should be alert for any unusual noises or odors, abnormal instrunent readings,
or any other irregularity which may indicate the equi pnment is mal functioning. Wen
t he equi pnent is not operating, all deficiencies noted during operation should be
i nvestigated and corrected or reported.

(3) After Qperation Service. The purpose of the after operation service is
to prepare the equi pment to operate at a nonents notice. The operator or crew will
i nspect the equi prent thoroughly to detect any deficiencies which may have devel oped
during operation. Assenblies which require inspection or service while still at
operating tenperature should be inspected as soon as possible after equi pment
operation has ceased. Report defects to the equi prent chief.

d. Weekly PM Service. Wekly PMservices are those designed to reinforce daily
PM servi ces under the supervision of qualified personnel. Performance of weekly PM
services by the operator or crew w thout adequate supervision can be detrinental to
the preventive mai ntenance program Wekly PM services will be organi zed, supervised
and appropriate TM checklists will be used.

e. Schedul ed Preventive Miintenance (SPM . Schedul ed mai ntenance i s maintenance
performed by the second echel on mai nt enance personnel on a sem annual, annual, or
bi annual basis. The scheduling of maintenance is the responsibility of the comodity
manager. Qui dance for managing SPMis found in references (b), (c) and (d). The
appropriate technical nmanual (TM provides specific details for the conduct of the
requi red SPM

f. Special Nonscheduled PM Although the performance of PMis generally cyclic,
ci rcunst ances may cause noncyclic PMs to be conducted. In these situations, a
Limted Technical Inspection (LTlI) rmay be performed by maintenance personnel. This
service will determ ne both equi prent conpl eteness and whether it neets required
performance criteria.

(1) New equi prment to include equi pnent received fromthe Operationa
Readi ness Float (ORF) will have an acceptance LTI perfornmed upon receipt of and
mai nt enance perforned prior to the equi pnment being placed in service. (Currently
there is no ORF at the Conmbat Center)

(2) Equi prrent schedul ed for deploynment or returning from depl oyment will
receive a joint LTI prior to receiving the equipnent.

3. Commodity managers will ensure their equi pnent receives all the required

mai nt enance service in a tinmely manner. They will ensure adequate supervision is
available to see the required PMs are performed in accordance with current TM s and
directives.

4. Phases. The mai ntenance process is divided into four phases to increase
efficiency in both procedures and managenent .

a. Acceptance Phase. The acceptance phase is the initial step of the
mai nt enance process. It consists of inspection, scheduling, and assignnent of
equi prent to the appropriate shop section
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(1) The purpose of the acceptance inspection is to ensure that an item of
equi prent is ready for the initial diagnosis of the equi pnment failure or conponent
mal function and to nake a determination as to what course of mmintenance action is
requi red. Acceptance inspection procedures are as foll ows:

(a) Determine the appropriate operator maintenance, including cleaning
has been perforned. Equipnent will not be accepted if the required equipnent records
are not with the piece of equipnment. Collateral equipnrent shall be renoved and
stored and the ERO annotated unl ess such equi prent is required during the
mai nt enance acti on.

(b) Verify that the ERO has been properly prepared, to include matching
t he equi pnent serial nunber and identification nunber with the appropriate
i nformation on the ERO

(c) Accept the equi pnent and annotate the acceptance on the ERO

(d) Assign a production priority for use within the maintenance shop
This priority will be based on the ERO priority, date received in shop and upconi ng
conmi t ment s/ depl oynent s.

(2) The purpose of acceptance scheduling is to have equi pnent requiring
mai nt enance arrive at the facility when required mai ntenance resources are
avai l abl e. This procedure allows the equi pment owner naxi mum operational use while
avoi di ng | arge nunbers of equi prent awaiting mai nt enance. Acceptance scheduling is
normal |y applicable to all PM nodification, or nondeadlining repairs. It requires
cl ose coordi nati on between the equi prent owner and nmai ntenance section to be
ef fective. Procedures for acceptance scheduling are as foll ows:

(a) Acceptance of an ERO by nai ntenance. Acceptance by mai ntenance
i ncl udes establishnment of a date for delivery of the equipnment for the required
servi ce.

(b) Determine the parts required for the service and initiate an EROSL
to requisition parts
for the service

b. Induction Phase. The induction phase is the physical conmmtnment of the ERO
and associ ated equi pnent requiring maintenance to the assigned shop. Induction of
equi prent into a specified shop will be per the priority established in the
equi prent accept ance phase. The mai nt enance section will call for the equi pnent when
t he necessary resources are available to conplete the required repairs.

c. Active Miintenance Phase. Production actions performed follow ng induction
of the ERO and its associ ated equi pnent into the maintenance shop constitute the
active mai ntenance phase and the begi nning of the repair process. This phase is
performed in a sequence of |ogical steps designed to ensure that required
mai nt enance i s conducted in an efficient and effective manner. During this phase,
continual enphasis is placed on quality control of the maintenance actions and tasks
performed. The followi ng steps will be followed in the active nmai ntenance phase:

(1) Personnel assigned to performthe required maintenance will performa
detail ed i nspection of the equipnment. This inspection includes:

(a) Locating, identifying and inventorying the equi pnent and its
conponent s.

(b) Verifying all paperwork is conplete and accurate.
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(c) Checking the status of required nodifications. This check may
i nvol ve the physical exam nation of the equi pment, appropriate records, the SL-1-2
and the TI-5600 series for applicable nodifications.

(2) Preparation for the performance of maintenance actions includes the
assenbly of the appropriate technical nmanual s and other technical data and support
and test equi pnent. Mintenance personnel will ensure that the required materials
and repair parts are on hand. Adequate preparation reduces the actual tine required
to performthe maintenance and that mai ntenance actions are not initiated when the
requi red resources are not avail abl e.

(3) ldentifying the cause of the equipnment mal function is acconplished
t hrough the use of appropriate support and test equi pnent and proper procedures as
described in applicable technical manuals. Once the problemis isolated and
di agnosis confirmed, a cost estimate is conputed to determne if the equipnment is
econom cal |y repairable.

(4) Requisitioning the required materials and repair parts is next. Prior to
requi sitioning parts and materials, maintenance personnel will verify their requests
by proper research procedures.

(5) Fault correction and PM services will be acconplished using the
applicable TMs and established mai nt enance procedures. Mintenance actions will be
properly recorded on the ERO and on equi pnent records, as appropriate.

(6) Check the conpl eted mai ntenance actions by perform ng the necessary
final adjustments and calibration using the applicable technical publications.

(7) Ensure quality control verifies that required maintenance actions have
been properly conpl eted and that equi pment and shop records are conplete. The
equi prent checkout will be conducted by qualified supervisory personnel. Equi prent
whi ch does not performsatisfactorily will be rejected and corrective mai nt enance
action taken. Acceptable performance results in conpletion of the active maintenance
phase.

(8) Support and test equi pnent, including tools, will be cleaned, serviced
and inventoried as appropriate. Technical publications nmust be returned to the
library.

d. Maintenance O ose-out Phase. The mai ntenance close—eut is the |ast phase.

(1) The cl ose—eut phase conmences when the required mai ntenance has been
performed and the serviceable itemis to be returned to the using unit, or further
mai nt enance requirenments dictate evacuation to a hi gher echel on

(2) Mai ntenance managers will ensure the cl ose—eut phase is accurate,
conpl ete and coordi nated. Equi prent records will be conpleted correctly per current
directives.

5. New Equi pnent. An acceptance LTI will be conducted prior to putting the new
equi prent into service and will include correction of mnor defects, nodification
verification and installation, and equi pnment records updating.

2006. RECORDS

1. Miintenance Records. Miintenance records provide the information required by
each level of command fromthe unit/shop | evel to Headquarters, Marine Corps. The
validity of maintenance related decisions is directly related to the quality of
associ at ed equi prent and resource records.

2-10



MAI NTENANCE MANAGEMENT SOP 2006

2. Policy. Marines involved with equi prent and resource records will ensure that
all records are up to date and accurate, conplying with current directives. TM
4700-15/1 G contains detailed instruction concerning the purpose, use and conpl etion
of mai ntenance records.

a. The preparation and mai nt enance of equi pnment records is the responsibility
of the section holding the equiprent. Comodity managers/responsible officers wll
establish procedures to ensure that records reflect maintenance actions acconplished
by either the shop or I NA

b. Al equipnent records will be reviewed quarterly. Wien an ERO i s opened for
PMor CMthe entire jacket will be inspected. When an ERO is closed the record
jacket will be inspected to ensure all forns are conplete and correct.

c. Wen an ERO status changes nore than once, only the | ast status of the day
needs reporting.

d. An ERO Control Log will be mmintained by each shop, containing at a m nimm
t he ERO nunber, day opened, serial nunber and date cl osed.

e. An EROtub will be used per TM 4700-15/1G

3. Responsibility. The preparation and mai nt enance of equi prment and resource
records are holding unit responsibilities. Entries will be made in the records at
the tine maintenance or mai ntenance related action is conpleted. Commodity
manager s/ responsi bl e officers are responsible for the upkeep and mai nt enance of
their respective equi pnent and resource records. The MMO is responsible for the
review of all equipnment and resource records to ensure that record keeping
procedures conply with current directives.

4. Record Inprovenent Reviews. As part of the Conbat Center’s internal inspection
program the CCMMO will visit every comobdity area at |east annually. A thorough
review and i nspection of existing records (record jackets, tool inventories, PM
schedul es, etc.) will be acconplished. The inspection will cover the foll ow ng
areas:

a. Accuracy of records.
b. Ways to inprove record formats.
c. Mnimmuse of locally devel oped records.
2007. ERO FLOW AND M WMM5S REPORTS. The foll owi ng paragraph applies only to those

activities aboard the Conbat Center supported by ATLASS and M MVB/AI'S; e.g., ESD,
TEECG EOD and Range Mai nt enance.

1. Ceneral. Those activities supported by SASSY and M MVB/AIS will ensure accurate
and tinmely entry of maintenance managenent information into those systens. Those
activities not supported by ATLASS or SASSY/ M WS/ AI'S; e.g., GQVED, Facilities

Mai nt enance, Headquarters Battalion, will ensure equi pnent mai ntenance status is
reported on locally prepared formats. Although nost of the follow ng di scuss ERO
flowas it pertains to MM/ AIS, many of the procedures can be applied to

non- M MVB/ Al S supported activities. See Appendi x C for SRO conpl etion procedures.

a. MMVS/ AIS reporting begins at the user level with the initiating of a 2d

echel on ERO (NAVMC 10245). A 2d echelon EROwi Il be prepared for all preventive and
corrective mai ntenance, and calibration evacuation actions.
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b. Al 2d echelon EROs will be turned into the nmaintenance support section.
The mai ntenance support section will ensure the accuracy of all information on the
ERO and will enter this information into the M MW/ Al'S system

c. Al EROs will be filled out per TM 4700-15/1G Proper category codes,
defect codes and job identification codes can be found in UM 4790-5. Proper
utilization of priorities is detailed in MCO 4400. 16G

d. The distribution of all reports will be handl ed by the respective MMO. Each
mai nt enance section is responsible for the reconciliation and validation of these
reports with their MO

e. \Wen properly utilized, the MMVS/ Al S reports are a val uabl e managenent t ool
at all levels.

2. Intershop ERGs. Intershop EROs (Cat Code C), will be utilized when conponents
of an end itemrequiring repair at a different shop of the sane echelon within the
Conbat Center.

a. As an exanple, the TEECG communi cati ons mai nt enance shop opens a category
“M ERO on a radio vehicle (AN MRC- XXX), using the TAM ID, and serial nunbers of
the radio fromthe vehicle data plate. The vehicle is the cause of the deadline and
is sent to the Exercise Support Division (ESD) notor transport shop on a category
code “C’ ERO, using the TAM |ID and serial nunmbers of the AN MRC XXX

b. When a Cat Code “C’ EROis opened, a three-card will be submtted listing
t he nonencl ature of the conmponent. The TAMCN, ID and serial nunber will be that of
the end item This will cause the Cat Code “C’ EROto be posted to the weekly owni ng
unit TAM Report under the TAM of the end item

3. Evacuation ERGs. Wen equi pment is evacuated to a higher echelon, an EROw || be
prepared for both echelons. The evacuation EROw || utilize the end item seri al
nunber and I D nunber. The ERO will be authorized by the owning unit’s maintenance
facility and will have the sane request nunber as the ERO of the | ower echel on ERO
opened on that equi pnent. The ERO, equi pnent, and record jacket will be delivered to
t he higher echelon with a representative of the maintenance facility. Wen equi pment
is turned in to the higher echelon (IMA), the MM clerk at the higher echel on shop
will do the follow ng:

a. Assign an ERO nunber to the ERQO
b. Ensure the "accepted by” block of the EROis filled in.

c. Gve the yellow copy of the evacuation ERO to the maintenance
representative.

4. Equi pnent Repair Oder (ERO distribution procedures are as foll ows:

a. The original (white) copy is maintained by the comodity effecting
mai nt enance services. The white copy will reflect all maintenance information
recorded on the green, shop action copy. Upon conpletion of required maintenance,
the white copy will be filed in the equi pment record jacket per TM 4700- 15/ 1G

b. The administrative (pink) copy will be used as the source docunent to start
arecord trail into the MMVS. After the EROis originally filled out, the pink copy
will be used for keypunching into the Field Mintenance Subsystem (FMSS). Upon
return of the pink copy, it may be utilized as an aid in accounting. It will be used
as a receipt for equipnent run on “unit recall.” Wen the itemis accepted for unit
recall, all copies of the EROw Il be held by the maintenance activity and the
operable itemw |l be retained by the requesting unit.
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c. The shop (green) copy may be utilized as a shop action copy. Al work nust
be transferred fromthis copy to the white copy. The green copy will be filed and
mai nt ai ned for one year, the maintenance facility, if the unit performng the
mai nt enance i s not the owning unit.

d. The receipt (yellow) copy will be retained by the unit requesting
mai nt enance support as a receipt for equi pment held by the supporting maintenance
facility. This copy will be maintained in the owning unit’s ERO pending file until
repairs are conpleted. It is then presented to the supporting nmaintenance facility
at the tine of maintenance cl ose—eut and custoner notification for equi pnent pickup.

5. Eauipnent Repair Order Reporting. Sections will deliver prepared EROs to the
i ndi vi dual authorized to sign outgoing EROs. MM readi ness input is normally
acconpl i shed automatically by subm ssion of the ERO information into the MM/ Al S
utilizing the pink copy of the ERO. The ERO and M MVB/AIS will reflect the sane

i nformation.

6. Wen “unit recall” status is used, the equipnent is returned to the owning
section pending receipt of noncritical part(s). The yellow copy will be returned to
Equi pnrent Mai ntenance, with the pink copy being used for adm nistrative purposes by
the requesting unit. “Unit recall” will be utilized only when the follow ng applies:

a. The ERO is open at a supporting maintenance facility.

b. The ERO has parts on order.

c. The equipnment is not conbat deadlined or degraded.

d. The Division Head has asked for its return.

7. Equi pnent Repair Oder NMatrix

a. The Conmbat Center’s ERO Matrix is listed in Appendix D.

b. The nunber of ERO s per shop section nmay vary dependi ng on that section’s
requi renents. The MO will maintain the nost current |ist of authorized ERO s per
shop section.

8. Systens Requirenents. Al data will be derived fromthe ERO and EROSL prepared
by the mai ntenance activity. Mintenance personnel will extract all necessary

i nformati on and submt the appropriate data on a “0”, “3", “4", “8", or “9" card
transaction as required. Al transactions will be closely nonitored by comodity
manager s/ responsi bl e officers.

9. Reports. Distribution of daily and weekly reports is nade by the
MMVO,

10. Validation/Reconciliation MMV AIS. Marine Corps |Integrated Mi ntenance
Managenment (M MVB) cl erks, Mintenance Supervisors and the MO will ensure quality
assurance of theM MVB/ Al S per Appendi x E.

11. The Daily Transaction Listing (DTL)

a. Shop MMV personnel will actively work the Daily Transaction Listing (DTL)
daily to correct input discrepancies. Each transaction made on the previous day wil |
appear on this listing according to the following criteria:

(1) Transactions processed with no errors.
(2) Transactions processed with noncritical errors.

(3) Transactions which did not process.
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b. Corrective action will be taken within 24 hours by shop M MV5 cl erks on
error codes listed on the DTL using UM 4790-5.

c. Commodity managers/responsible officers will ensure that appropriate action
has been taken in a tinmely basis.

12. Readiness Report. The the Directorate/command MMO s will stand prepared to
brief their Director/Conmander, concerning equi pnment readi ness, on a weekly basis.
Utilization of MMVS output reports or locally generated readi ness reports should be
avail abl e for the Director/Comander briefs.

2008. MODI FI CATI ON OF EQUI PMENT. The Marine Corps equi pnent nodification program
consi sts of certain maintenance actions required to effect necessary design changes
in the assenbly, characteristics, systens, or conponents of equipnent to inprove
equi prent functioning, maintainability, reliability and/or safety. Al comodity
managers are required to operate nodification control progranms per MO P4400.84, TM
470045/1G UM 4790-5 and references (b) and (d).

1. Ceneral. Modifications control discussed in references (a) and (b) will be
est abl i shed and nonitored by the Comodity Manager.

2. Mdification Control. The MO will nonitor the nodification control program
Commodi ty managers/responsible officers will establish a nodification control
program The conmodity nmanagers/responsible officers will apply or verify all
nodi fications required for each end itemas indicated in the current SL-1-2.

Par agraph 3004.5 of reference (b) has detailed procedures for the nodification
control program

a. Comodity managers/responsible officers will utilize the SL+—2 to ensure
that the commodity’ s nodification control records are accurate and up-to-date.

b. Al nodifications will be verified/incorporated on each piece of gear while
in the maintenance cycle. This information will then be recorded on the white copy
of the ERO, the appropriate nodification record and when required by the
Modi fication Instruction, on the equipnent record jacket when conpl et ed.

c. Al nodifications will be perfornmed at the | owest echel on of mmintenance.
The work will be acconplished by a qualified individual.

3. Requesting Mdifications Wthin Om Echel on of Mi ntenance

a. Uilizing the SL-1-2, the comodity manager will determ ne which Ms apply
to each type of equipnent.

b. Once the applicable Ms have been determ ned, the commodity manager will
determine if the nodification has been applied. The NAVMC 11054 (Commodity Manager’s
Modi fication Control Record) will be updated.

4. Requesting Modifications From H gher Echel ons of Mintenance. If the

nodi fication control point is unable to determne if the nodification has been

conpl eted, the equipnent will be evacuated to the next higher echelon for

determ nati on and/or conpletion of the M as required. Commodity managers will open
an ERO to evacuate the equi pnent and annotate the ERO nunber in the appropriate
colum by serial nunber on the NAVMC 11054. If the M has been conpl eted and
verified, the commodity nodification control record will be annotated with a “v” and
the Julian date in the appropriate colum by serial nunber. Additional information
is contained in reference (b) and TM 470015/ 1G

2009. SUPPORT AND TEST EQUI PMENT (TEST MEASURI NG AND DI AGNOSTI C EQUI PMENT)
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1. Ceneral. Support and test equi pnent consists of all necessary tools required in
servicing, adjusting, repairing, testing, and calibrating a piece of equipnent as
requi red by the appropriate technical manual. The principal use of this equi prent
cannot be fully realized unl ess adequate anmounts and types are provided to
acconplish the full scope of test or calibration. Once provided, this equipnent wll
be properly tested, inspected, serviced, calibrated and used in order to achi eve an
ef fecti ve mai nt enance program

2. Allowances. Authorized anmpbunts of support and test equi pnment are established in
a unit’s T/E and special allowances. Constant T/E reviews will be conducted by the
MMO to ensure the authorized anounts are consistent with the unit’s m ssion,

aut hori zed echel on of mai ntenance and the density of equipnent to be supported.
Requests for increases in authorized allowances will be submitted per the current
TAM

3. Responsibility. Commodity nmanagers/responsible officers are responsible for test
and neasurenment equi pment within their respective areas. Calibration control
programs will be established and maintained within each commodity per Appendi x D of
reference (b) and of TM 4700-15/1G The MMO will nonitor the calibration prograns
with the commodity sections. Test neasuring and di agnostic equi pnent requiring
calibration will be evacuated to CSSG 1 for appropriate testing and certification no
earlier than 15 days prior to and no later than the calibration due date. Garrison
nmobi | e equi pnment division is authorized the use of contractor or dealer calibration
services. “Special Calibration” will be used to the maxi num extent possible. Test
measuring and di agnostic equiprment will be issued and receipted for under the sane
procedure used for sets, chests and kits.

4. Calibration Control. An autonmated calibration control systemw || be used by
units of the Conbat Center. The calibration programis conducted per MCO P4733.1B
and TM 4700- 15/1G Commodity nmanagers and responsible officers will ensure equi pnent
requiring calibration is conpleted by evacuating equi pnent to the Calibration
Facility, CSSG 1.

5. Ildentification of Calibration Requirenents. Using the unit’s T/E and al |l owance
list (to include special allowances), the commodity manager mnust identify all itens
of TMDE authorized. A technical instruction in the 4733 series identifies nost

equi prent requiring calibration. However, a nore accurate source is the Managenent
Data List. An operational test code (OIC) of “3” indicates that the itemrequires
calibration. If a question still remains concerning the need for calibration, the
personnel at the calibration facility should be consulted.

6. Infantry Weapons Gage Calibration Exchange Program (IWECEP). Infantry weapons
gages calibration control records will be maintained per TM4700-15/1G and i nduct ed
for calibration per TI-4733-15/11.

7. Maintenance. Tools and test equipnment will be properly maintained in the highest
obt ai nabl e readi ness status by ensuring required nodifications are install ed,
calibration is acconplished when due and the required preventive/corrective

mai nt enance i s conpleted. Preventive mai ntenance and CM of test equipnment will be
conduct ed per the appropriate technical manual s.

8. SL-3 Conponents. Current SL-3's or SL-3 extracts will be nmaintained with the
equi prent per UM 4400-124. Requisitioning of SL-3 conmponents for test equipnent will
be performed in the manner described in paragraph 3001.4 of this Manual

2010. SAFETY. The Conmbat Center Safety Programis outlined in CCO P5100.15. Safe
equi prent and mai nt enance operations are due largely to supervision, positive
attitudes, adherence to basic safety procedures and conmon sense on the part of al
concer ned.
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1. Wile section | eaders are responsible for their sections, every Marine has a

primary responsibility for safety. A good active safety program can assist in the
attai nment of the highest possible degree of readi ness through the prevention of

ground nmi shaps and the conservation of personnel and material assets.

2. Equipnent TM S provide safety do’s and don’ts for each type of equipnent. The
foll owi ng general safety precautions are provided:

a. Accident Prevention and Reporting

(1) Engi neer vehicles, due to design, do not nmeet the requirenments for
traveling on public roads; particularly during the hours of darkness. Al
Cranes/ RTCH s/ Fork lifts that are dispatched off the confines of the Conbat Center
wi || be acconpanied by an escort vehicle.

(2) Accidents involving government equiprent will be reported and
i nvestigated per JAGQ NST 5800.7 and reference (e).

(3) Operators of governnent equipnent involved in an accident will conply
with the foll ow ng:

(a) Stop and render assistance to all injured persons.

(b) I'f the vehicle constities a hazard, place a warning device at |east
200 feet fromthe vehicle in each direction of approaching traffic.

(c) Follow instructions contained in the accident report package.

(d) Operators will not nake any statements, express any opiniopns, or
make any official accident report, such as the SF-91, availnle to any nonnmilitary
i ndi vi dual or organization

b. Operator Safety

(1) Operators will not snoke while operating governnment vehicles.

(2) Troop formations will have the right of way at all tines. Equipnent
will not exceed five mles per hour when passing troop formations.

(3) No nenber of the Conbat Center will operate any govermmet
vehi cl e/ equi pnent whil e under the influence of al cohol, narcotices, drugs,
medi cati ons, or any other substance which may affect ability to properly and saefly
operate a vehicle.
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CHAPTER 3

SUPPLY SUPPORT

3000. GENERAL | NFORNMATI ON

1. The key to an effective Conbat Center Mintenance Managenent Programis the
availability of sufficient repair parts and materials required to perform preventive
and corrective maintenance services. Accurate identification of repair parts and
timely processing of demands is the cornerstone of equi pnent readi ness. The goal of
supply support is to provide the appropriate repair parts and materials for

mai nt enance efforts on a tinely basis. The cul m nation of supply support efforts is
agaressive followup actions on pendi ng demands.

2. The requisitioning, receipt, and storage of repair parts and materials shall be
conduct ed per UN 4400224, reference (b) and this Mnual.

3. Procedures to be followed by GQVED are different and described in Appendix C
4. Paragraphs 3001.1 through 3001.4 refer to ATLASS/ SASSY supported activities.

Non- ATLASS/ SASSY supported units will requisition parts through the PCO per
reference (f).

3001. REPAIR PARTS REQUEST SYSTEM

1. The performance of naintenance services requires that the equi pnent owner open
an ERO The commodity manager will requisition repair parts and nai nt enance
materials in a tinmely manner. \When repair parts or materials are required to

conpl ete such services these requirenments will be listed and forwarded to the
appropriate supply source on an ERO Shoppi ng/ Transacti on List (EROSL NAVMC 10925).

a. |Instructions for conmpleting the formare found in TM 4700—5/1 and UN
4790-5.

b. The ERCSL becones the permanent record of receipt for pending/issue demands.
Al so, the EROSL is used as the source docunent for entry of demands into MM Ms-AlIS.

c. Al EROCSL's will be processed by the criteria set forth in MCO 4400. 16G The
priority of the EROSL will never exceed the priority of the ERO unl ess the equi pnent
is evacuated to the internedi ate mai ntenance facility at CSSG 1.

2. Prior to processing the EROCSL, the maintenance section will review all

i nformation contained on the EROSL and ensure this information is accurate and
conplete prior to its submssion to the unit’s Due-In Status File (DASF) clerk or
Material |ssue Point (MP) at CSSG 1.

3. ERCSL Processing Procedures

a. The commodity manager will ensure that an EROis open and resident on the
Daily Process Report (DPR).

b. The commodity mai ntenance shop will prepare an original and three copies of
t he ERCSL.

(1) Submit to the unit’s DASF clerk all copies of the EROSL. The DASF cl erk
will initial the appropriate line, verifying receipt, and return one copy to the
shop section. The EROSL will be returned to the shop section for correction if any
errors are discovered.
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(2) The DASF clerk will pass the EROSL to the fiscal clerk for appropriation
of funds. The fiscal clerk will retain one copy for the files, returning the
original and one copy to the DASF clerk.

(3) The DASF clerk will assign a document nunber to those itens of the
ERCSL, returning the original and those copies not needed to the shop section.

(4) The DASF clerk will then enter the information into the ATLASS/ SASSY
system

c. Processing of Cass I X and SL-4 conponents: The MP is the issue point for
repair parts (material usage code “7”). It is also the authorized issue point for
certain SL-3 itens. These are designated by a Material Information Code (MC), code
“B” on the Material Header Information File (MHF).

(1) The DASF clerk will forward all requisitions to the MP, CSSG 1 using a
courier disk with informati on extracted fromthe ATLASS/ SASSY system This can be
done either physically or by LAN

(2) The MP, CSSG 1 will issue the parts, if in stock, or forward the
requi sition to the SASSY Managenent Unit (SMJ), 1st FSSG

(3) The issuel/receiving clerk will pick up repair parts directly fromM P.
The sections’ supply clerks (layette clerks) will pick up their parts fromunit

supply.

(4) Al supply clerks receipting for parts at the MP will docunent each
repair part package with the ERO nunmber and document nunber.

d. Processing EROSL’s for Secondary Repairable Parts: Mi ntenance Fl oat, M33d,
CSSG- 1.

(1) Requisitions for secondary repairable parts from M3BOL will be nade
usi ng the EROSL.

(2) If the Maintenance Fl oat has the required secondary repairable in stock,
a direct exchange (“DX’) for the broken secondary repairable will be conpleted. If
the requested secondary repairable is not in stock, M301l will establish a
backor der.

e. On transactions not dealing with the ATLASS/ SASSY systeme.g., use of PEB
items, scrounging of parts, the mechanic/technician will nmake an original and one
copy of the EROSL. To show usage, the original will be sent to the section MM M
clerk for processing and entering into the MMV5-AIS records.

f. For nonsupply transactions, conplete the parts request formw th either an
advi ce code of “99” or authorizing entry of “2”. This type of transaction requires
no input in the supply system

4. Non-System Additional Demands. These itens of supply cannot be procured directly
t hrough t he ATLASS/ SASSY system

a. Requirements for Non-Systemltens (NSI) will be validated by the Unit Supply
Oficer with the appropriate mai ntenance shop to ensure the part nunber does not
have a corresponding NSN listed in a current reference manual or FED LOG

b. Comodity nmanagers nay want to consider ordering the next higher assenbly to
receive the itemmuch nore expeditiously and probably at |ess cost, considering the
expense that is usually involved in procuring a non—systemitem



MAI NTENANCE MANAGEMENT SOP 3001

c. The NSI requisition should be screened against the |local SMJ s NSI catal og
by manufacturer’s code, part nunber and by the item s nonenclature.

d. The SMR code of the itemshould be reviewed to determ ne the manner of
acquiring support itens for maintenance, repair and overhaul of end itens.

e. Personnel ordering parts nmust be aware of and understand all applicable
directives as well as the SVR codes and their use.

f. Wen requisitioning NSI fromthe MP, the EROSL and the NSI data sheet w |
be used.

(1) A copy of the face of the manual and the page with the requested item
hi ghl i ght ed shoul d acconpany the NSI part nunber requisition

(2) Instructions concerning the preparation of an NSI/part requisition are
contai ned i n MCO 4400. 147.

g. It is mandatory that a manufacturer’s code or part nunber be cited exactly
as it appears in the publication. This includes all dashes, slashes and |letters.

h. Reference (f) contains instruction for non- ATLASS/ SASSY val i dati on
pr ocedures.

5. Priority Designators for Repair Parts. Priority assignments for EROSL’s will be
consistent with applicable EROs. In situations where an ERO priority has been

rai sed and subsequently | owered due to critical repairs on conbat essential

equi prent, the repair part priorities will vary with the repair categories of the
ERO.

a. Force/Activity Designator (FAD) Assignnments. Force/Activity Designators
(FADs) are authorized by the Conmandant of the Marine Corps (Code LPP-2) as stated
in the logistics capabilities section of the Table of Organization cover letter. The
Conbat Center is authorized the use of FAD IV. Force/Activity Designator |V
aut horizes repair/requisition priorities: 07/09/14. Force/Activity Designator 111
aut horizes repair/requisition priorities: 03/06/13. The foll owi ng sections have
speci al authorization to use FAD |11

(1) Direct Supply Stock Control for consunmable material directly related to
the CAX program (not to include routine stock replenishrment).

(2) The Conbat Center CEO for those nmaintenance requirenments directly
rel ated to CAX support.

(3) Exercise Support Division

b. Non-M ssion Capable Supply (N1-4CS) Indicators

(1) To allow ATLASS/ SASSY to differentiate between the priorities of
requi sitioned repair parts, NMCS indicators will be used to the maxi mum extent
possi bl e.

(2) Non-M ssion Capable Supply indicators are defined bel ow

(a) “E" - This repair part may cause the deadlining of the itemif not
repl aced within a reasonable tine frane.

(b) “N'" - This repair part is deadlining an end itemand is needed due
to operational/readi ness considerations.

3-4



MAI NTENANCE MANAGEMENT SOP 3001

(c) “9" - Expeditious handling for priority 03 deadlining equi prent (not
valid for M3OL docunents).

c. Usage of Priority Designators/NMCS | ndicators

CATEGORY REQUI RED

CODE PRIORI TY NMCS NOTE
M 03/ 07 9, N E 1
M 06/ 09 N, E 2
X 03, 06/ 07, 09 E 2
P (Deadlined) 03, 06/ 07, 09 N, E
P ( Degr aded) 06/ 09 E
C 03/ 07 N, E 9
C 06/ 09 N, E
N 13/ 14
S 13/ 14 3

Note 1: Use of NMCS indicator “9” requires expeditious handling per MCO P4400. 16,
be net.

Note 2: To use NMCS indicator “E,” that particular part cannot be one of the
deadl i ning parts on a Cat Code “M ERQO

Note 3: SL-3 items which seriously degrade or deadline a Readi ness Reportabl e End
I[temw ||l be requisitioned against a Cat Code “M “X’', or “C ERQ

6. Non—M ssion capable supply indicators will be used for all priority 03 and 06
repair parts. Those individuals assigned in witing authorized to assign NMCS
indicators will do so per UN 4400-124 and this Manual .

7. Required Delivery Dates (RDD). Commodity managers/responsible officers wll
ensure that when repair of conbat/ m ssion essential equipnment is required to neet
operational commtments, the equipnment will be inducted into the maintenance cycle
with an established RDD. The RDD delineates the | atest possible day the equi prent
must be ready to neet operational conmtnents. Al supply actions required to assi st
in the repair of conbat/m ssion essential equi pment nust be expeditiously handled to
nmeet the established RDD. If equi pnent has been evacuated to the IMA a letter wll
be prepared, and sent via the chain of conmmand, to the Conmanding O ficer, CSSG 1
requesting an RDD for a specific ERQO

3002. REPAIR PARTS CONTROL

1. The acquisition of repair parts is a critical phase in the maintenance cycle.
This phase will be closely nonitored by all comodity managers/responsible officers
and the M MO

2. Al comodity managers/responsible officers will use the follow ng procedures
for handling repair parts.

a. Receipts. Each cormmodity manager will assign personnel, in witing, to
receipt for all parts received from Supply, and the Mii ntenance Float Activity. The
MVO wi Il consolidate the lists and submit themto the appropriate supply source.

b. Storage. Parts received and not i mediately installed on the equi pnent will
be placed in an ERO | ayette. No repair parts (except those authorized as preexpended
binitens) will be maintained by the maintenance shop unl ess an ERO and ERCSL can be
matched with repair parts in the |ayette.

(1) Individual parts layettes will be identified by ERO nunber and/or serial
numnber .
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(2) Once a part is received it should be placed in the |ayette, the
ERCSL will be annotated with the date and quantity received under that docunent
nunber. The layette clerk will then legibly sign the annotations.

(3) When a part is given to the mechanic to apply to the equi pnent, the
mechanic will date and sign the right side of the
ERCSL.

(4) The layette will be inventoried biweekly to ensure the on-hand parts
and back orders bal ance with the ERO and EROCSL.

3. Parts No Longer Required. Repair parts on order that are determned to be no

| onger necessary for one ERO may be transferred to another ERO or cancel ed. Proper
i nspection and di agnosis of equi pnent deficiencies is nandatory to keep this
practice to a mninmumand elimnate unnecessary parts requisitioning.

4. Coss Uilization of Parts. Repair parts designated for one ERO may be used on
a different piece of equipment when authorized by the D vision Head or designated
representative. Parts authorized for cross-utilization nmust be resident in MM M.
It is the responsibility of the conmobdity nanager to ensure the subm ssion of the
fol |l owi ng:

a. Enter a 9 in card colum 27 of the “8-Card/ CANC/transfer” to create a
ATLASS/ SASSY ZM to transfer an open parts record fromone ERO to anot her ERO when
the advise field (CC27) of the open parts record is other than SF, 99, WP, or IN

b. If the authority equals 9, CANC is noved to the DATE- RCVDCANC filed and the
DATE- RCVD- CANC pronpt is omtted.

c. Any parts that are being transferred will be noted on the ERCSL's of both
ERO s.

5. ERO Parts Bin Control. Commodity managers/responsi ble officers are responsible
for the control and mai ntenance of ERO parts bins (layettes). Equi pment repair order
parts bins are a means of controlling and accounting for repair parts. The ERO bin
wi Il be established when the first repair part is received for that ERO

a. An ERO bin is an area where receipted repair parts are stored pending
installation. The bin, shelf, or box will be | abeled with the respective ERO nunber.
Larger parts, which will not fit into the bin, will be tagged wi th the ERO nunber
and held in a specified area and the | ocation noted on the EROSL.

b. Repair parts are traced fromrequisition to receipt by the maintenance
activity through ATLASS/ SASSY and M MVB out puts. However, once repair parts are
recei ved, automated accounting stops. Accordingly, the EROSL parts quantities,
Julian date, and the parts clerk’s initials will be annotated to indicate receipt of
the repair parts by the maintenance activity fromthe supply source. The DPR will be
annotated with the receipt date.

c. Repair parts issued to the mechanic/technician will be controlled by
recording the date, quantity and the signature of the Marine receiving the part on
t he ERCSL.

d. Wen the parts are issued, the nechanic/technician will put the entry on the
ERO that the parts were received and installed on the equipnent.

e. If the repair part is incorrect or received in greater quantity than
requi sitioned, the follow ng actions will be taken:

(1) Determine the reason for receiving the incorrect part/excessive quantity
i f possible.
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(2) Determine if the part is needed for another item of equipnent. If
so, apply it to that ERO and nake an entry on the EROSL that justifies this action

(3) If it cannot be used, it will be turned into the unit supply to
“rol |l -back” the part(s) to the general account.

(4) When repairs require less than the standard unit of issue e.g., ten
of gross, eight of a hundred, 30 feet froma 1200 foot reel, the residue nmust be
eval uated for future use. If a requirenent exists in the near future and the residue
nmeets the stockage criteria for PEB, it should be added to the PEB with a note
i ndicating the circunstances requiring the itemto be tenporarily stocked. DO NOT
stock if the item does not neet the cost criteria for PEB stockage, or when there is
no requirenent for the itemin the near future. The residue should then be treated
as excess repair parts and di sposed of through supply.

(5) Wilize reference (e), paragraph 5021f for procedures to account for
br oken i ssues.

f. The EROSL will be annotated to indicate transfer of parts fromone EROto
anot her when the parts have been already received by the unit. Prior to receipt by
the unit, parts may be transferred between EROs in the M MV5-Al S

g. Wen repair parts are applied to the equi pnent, the nmaintenance action wl|l
be included on the ERO to include the hours expended. Parts renoved from an ERO bin
will be substantiated by a mmintenance action on the appropriate ERO

h. Al repair parts held by the maintenance shop will be indicated on the EROSL
associated with an ERO or in the preexpend bin. Al repair parts that cannot be
associated with an EROw || be returned to the Supply Oficer for disposition.

i. Repair parts held in ERO bins nust be inventoried by the layette clerk
bi weekly using the EROSL, and by the commodity manager or responsible officer
bi weekly using the DPR Validation procedures will be per Appendix C of reference
(b) and the procedures outlined in this Manual. EROSL’s will be annotated with the
date and initials of the individual conducting the inventory, or a |log book will be
used to record the results of the inventory.

6. D sposal of Excess

a. GCeneral. Excess property is defined as property in excess of authorized
al | owances and/or established stockage | evels. Excesses may be T/E end—tens,
secondary repairables or repair parts. The review of accounting records, item
i nventories and the turn—n of excess property will be conducted on a continui ng
basi s.

b. Effects. The nost detrinental effects of excess item accunul ation are:
(1) When requisitioning unneeded itens, an erroneous record of demand is
created with the stores system causing the purchase and stockage of nore of the
sane itens.

(2) When an excess is held of an itemthat is in short supply throughout the
Mari ne Corps, other units may be placed in a critical supply position.

(3) When scarce fiscal resources are wasted for itens which are not needed
it causes deficiencies in other itens and utilizes nore hours to nanage inactive
st ock.

c. Action
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(1) Identify all excess itenms by NSN, nomencl ature, TAM nunber and ID
nunber. List quantity and condition code.

(2) Tag all itens and provide a list of those itens to the Supply Oficer.

(3) The Supply O ficer will coordinate with the commodity manager/
responsi ble officer to pick up the excess itens.

7. Preextended Bins (PEB)/ Operating Stock (OPSTK)

a. Preexpended bins (PEB)/operating stock (OPSTK) nay be established within the
commodities in strict accordance with references (b), (e), UN 4400-124 and this
Manual . Preexpended bi ns/ OPSTKs are not a substitute for the normal neans of
obt ai ni ng sel dom used repair parts. Planning and conmuni cati on between the MMO, the
mai nt enance section and the Supply O ficer, on the itens for PEBs/ OPSTKs can ensure
adequat e stockage of fast nmoving itens. The net effect of this planning is an
over—the—eounter issue rather than a back order.

b. The Conmanding O ficer/Director/Division Head, as appropriate, wll
aut hori ze PEB s/ OPSTK' s and their contents with considerati on of associ ated costs:

(1) The tine and effort of mai ntenance personnel required to store, stock
and account for material.

(2) The unit’s funds will be expended before the material is used, rather
t han when used, as is the case with Purpose A stocks.

c. Wwen a PEB/ OPSTK wi Il enhance the nai ntenance effort, an authorization
request for specific itenms to be maintained will be obtained fromthe Division Head.
The format for PEB/ OPSTK aut horization is contained in Appendix F. The letter wll
contain, at a mnimm the follow ng information concerning the itens authorized for
st or age:

(1) Nomencl at ure.

(2) NSN Part Nunber.

(3) Maxi mum Quantity Authorized.

(4) Re-Order Point (ROP).

(5) Unit of Issue.

(6) Unit Price.

(7) Extended Price (Quantity Authorized x Unit Price).

d. Once an itemis procured and issued to the PEB s/ OPSTK' s, no further supply
accounting is required. However, prudent nmanagenent dictates that sinple procedures
are required for locating and identifying the itens and establishing when to reorder
them An exanple of such procedures follows:

(1) Wthin the PEB s/ OPSTK' s, separate the itens by specific NSNinto a
speci fic conpartnent/box/container |abeled with the NSN.

(2) Establish a Re-Order Point (ROP) in the authorization letter. This
requires periodic review of assets held in the PEB s/OPSTK's to determine if the ROP
has been reached.

(3) Place the ROP quantity in a bag. Wen the nechanic has to open the bag,
it is time to reorder.
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e. Cost of Unit of Issue Criteria. Dollar and unit of issue criteria for
st ockage of preexpended bin itens will be in accordance with reference (e). In
general, this criteria, is based on certain dollar values for certain units of issue
(Note: This requirement is not required of OPSTK. ).

f. Wth the fluctuating cost of many repair parts within the supply system it
is mandatory that commodity nanagers/responsible officers ensure the itemprice in
their PEBs is accurate and consistent with the |atest Master Header Information File
(MHIF), or Managenent Data List (MDL) M.-MC. This allows for adjustnents to be nade
to the PEB stockage | evels so that unit price does not exceed the paraneters in
reference (e) and paragraph 3002.7.h of this Mnual.

g. Requisitioning Procedures

(1) Al PEB/OPSTK itenms will be ordered under shop overhead ERO s/ SRO s
usi ng the applicable “Dumy” TAM nunber and | D nunber (currently |oaded to the M MVB
ID Standards File) corresponding to the end item concerned. The first character of
the JOB ID code will be a “7".

CoOwWDDI TY TAM 1D

Conmi El ec AQOQO OO00OA
Mot or Transport DOOQO (0000 0D)
Ordnance EQOQO (000005
Engi neers BOOOO (00000=
Ceneral Supply 60000 (000006

(2) When the total dollar value of a PEB itemapplied is greater than
$25.00, each PEB itemapplied in a quantity equal to or in multiples of Wl wll be
recorded agai nst an open ERO for that item of equipnent with a 4/ Add transaction
citing advice code “PB". All PEB itens that do not receive ninimum usage of six
times for a full Ul or once for Ul when it is not applied in full over a period of
six months will be deleted and rolled back.

h. Itens selected for inclusion in the PEB nust neet the follow ng
requi renents:

(1) Alow cost, fast nmoving itemfor which daily work requirenments cause
frequent usage.

(2) The unit price criteria for PEB stockage nmust be less than or equal to
$100. 00 per unit of issue (U1).

(3) For all itens with a Ul rather than pair or each, one U1l is authorized
for stockage e.g., one foot, one can, one box. Those consunables applied in quantity
less than full issue e.g., bx, hd, nx, etc., may be held not to exceed two full Ul.

(4) Quantities in stock will not exceed a total of 30 days usage.

(5) Pre-expended bin/OPSTK itenms will be approved by the Commandi ng O ficer/
Director/ Division Head; as appropriate.

i. Comodity managers/responsible officers will maintain a signed copy of their
aut hori zed PEB/ OPSTK |isting. Authorized PEB/ OPSTK listings will be updated and
reviewed for authorization at |east sem annually.

8. Scrounged Parts Procedures. Repair parts received from sources other than normal
channel s e.g., scrounged from condition code “H equi pnent, selective interchanges
will be entered in the MM and ATLASS/ SASSY systens utilizing the foll ow ng
procedures:
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a. |If a part is obtained froma source other than the M P or Mintenance Fl oat
before it is requisitioned, an EROSL (“4” card Add Transaction) will be submtted
usi ng an advice code of “SC’ in card colum 68-69 as outlined in TM 4700—+5/1 G and
UN 4790-5. This will cause a parts record to be opened and cl osed on the sane day
(no “8” card transaction required)

b. If a part is obtained froma source other than the M P or Mintenance Fl oat
after the part has been requisitioned, an EROSL (“8" card transaction) wll be
submtted as follows (NOTE: “8” cards on supply parts will not be punched but
instead will be taken to supply.).

(1) The “8” card parts transaction will be submtted as a normal receipt
transaction with “SC’ coded in card columm 53-54 (DATE- RCVD- CANC) and the
appropriate authority code in card colum 27 (for further instructions consult UN
4790-5) .

(2) The parts record on the DPR will show the conmputer run date as the date
received.

(3) The advice code on the parts record will be changed to “SC’.

9. Rolled-back Items. Conmodity nmanagers/responsible officers will ensure that all
repair parts received and not used, are pronptly rolled back to supply within five
wor ki ng days. A letter will be submitted to the Supply Oficer, MP, CSSG 1 for
roll back with the foll owi ng information:

a. NSN.

b. Unit of Issue.

c. Quantity.

10. Selective Interchange/ Cannibalization. M ntenance by canni balization is
defined as the renoval of serviceable parts fromone item of equipnent for use in
repai ring another item of equi pnent. Selective interchange is defined as the renoval
of serviceable parts fromitens of equipnent that are degraded for use in repairing
other itens of equipnent. The CG MCAGCC, may authorize selective interchange on a
case—by—ease basis under stringent constraints for conbat essential equipnment. Such
actions when directed will be authorized in MCO P4400. 82F. Sel ective

i nt erchange/ canni balization in GVED wil|l be per reference (d)

3003. SL-3 COVPONENT PARTS

1. Collateral equipnent, or SL-3 equi pnent, are those itens listed in the SL-—3 for
an end—+temthat are required to performor assist in its conbat function. The
managenment of these itens is the responsibility of the end itenmis commodity manager.
The responsible officers or their designated representatives will conduct a

sem —annual SL-3 inventory for each end itemto ensure it is conplete and

servi ceable. These inventories will be retained for a m ninum of one year.

2. \Wen damaged itens or shortages are identified, the responsible officer will:
a. Verify the shortage or damage.
b. Identify the itemin the appropriate SL-3.
c. ldentify the end-itens to the appropriate comodity nanager and request that

a category “5” ERO be opened for each end itemrequiring replacenent of SL-3
equi prrent .
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d. Conplete the EROSL (NAVMC 10925) for the required itens per TM 47005/ 1G

e. Research each requested NSN in the self-service catalog to identify its
over-the-counter availability.

(1) Those itens available fromDirect Support Stock Control (DSSC) will be
ordered on a NAVMC 10700 (Sel f-Service Center Shopping List).

(2) The NAVMC 10700 will then be delivered to the Supply Oficer, who wll
i ssue a self-service credit card and authorize its purchase.

(3) Those itens not available fromself-service will be annotated with a
“2A" advice code on the EROSL after three attenpts have been nade to procure it from
sel f—servi ce.

f. The EROSL will then be delivered to the unit’s supply after the EROis
opened and the applicable ERO has been annotated on the EROSL. The conmodity
manager/responsi ble officer will ensure that the technical research is conpleted to
provide a prime NSN, correct unit of issue, and unit price.

3. Once the SL-3 equipnment is on order, the responsible officer will reconcile
pendi ng requi sitions biweekly to identify any problens and keep the Supply O ficer
up-to-date.

4. Cose supervision and the assignment of an individual who will be responsible
for the nonthly inventories of the SL-3 equi pnent of each end itemw || ensure
conpl et eness and serviceability, reduce the nunber of shortages, reduce the cost of
repl acenent, and ensure that the supply systemis not overwhelned with |arge
quantities of requisitions for SL-3 equi pnent i medi ately before inspections.

3004. DI RECT EXCHANGE

1. The purpose of the Miintenance Float Programis to inprove material readiness by
providing a supply source where unservi ceabl e secondary repairable itens may be
exchanged for serviceable itens.

2. A Maintenance Float Catalog on mcrofiche will be provided to each mai nt enance
shop when the MMO s office receives it.

3. The follow ng procedures will be used for MOl supply transactions:
a. Fill out an inspection tag (NAVMC 1018) with the followi ng information:
(1) Top of form
(a) Date: Julian date.
(b) Location: Leave bl ank.
(c) From *“Your” wunit.
(d) I'tem Nonenclature of itemto be turned in.
(e) Serial nunber: Itemto be turned in.
(f) Est Repair Cost: Leave bl ank.
(g) Condition Code: Leave bl ank.

(2) Initial Inspection Portion
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(a) Line 1: Leave bl ank.
(b) Line 2: NSN of itemturned in.
(c) Line 3: Defect description.
(d) Line 4: M3801.
(e) Line 5: Unit ERO nunber.
(f) Line 6: Priority.
(g) Line 7: End Item I D Nunber.
(h) Line 8: Signature of person authorized to assign priority.
(i) Line 9: Leave bl ank.

b. Wth the foll ow ng exceptions, which will be filled out by M3OL personnel,
fill out a “4” card (MAI NTENANCE FLOAT) transaction per instructions contained in UN
4790- 5.

(1) The docunent nunber.
(2) The advi ce code.

c. Turn the float item (secondary repairable) in to M3Ad at the Repairable
I ssue Point (RIP), CSSG 1, with the “4” card (MAI NTENANCE FLOAT) and the yel |l ow
i nspection tag (4700) NAVMC 1018. M3BA personnel will either “Direct Exchange” a
like serviceable itemor a backorder will be established. In both cases they wll
assign the appropriate docunent nunber and advi ce code.

4. Maintenance Fl oat backorders are reconciled by the MM and M3301
bi -weekly. Prior to reconciling with M33A , each comodity manager
will provide the MMOwith a list of all itenms which are currently in
a valid backorder status. The list will include the follow ng

i nformation:

ERO # DOCUNENT # NSN  NOVENCLATURE PRI ORI TY

5. Recommendations for Float Allowance Itens may be submitted by using units. A
letter fromthe Division Head to the Float Manager will be prepared by the MNO when
such transactions are recommended. The letter will include the equipnment density
supported by the item annual usage, and justification for special allowances or
mount —eut (if required). Additionally, to assist the introduction of newitens for
fl oat managenment, comodity managers should ensure that all unit repairs of

nonf | oat abl e managed “R’ code repairables are recorded in MMB-AIS. (Operational
Readi ness Fl oat (ORF) exchanges will be submitted per reference (e) via the chain of
conmand.

3005. POLICY FOR SUPPORT OF NEW EQUI PMENT. Fromtine to tinme MCAGCC recei ves new
equi prent for the Marine Corps inventory. This new equi pnent is normally acconpani ed
by an Advance Logistics Order (ALO which explains howto place this equipnment in
operation. If the ALO does not provide specific guidance, the basic policy is

descri bed bel ow

1. New equi pnment will be placed on adm nistrative deadline (ADL) and will not be
put into service until the follow ng actions have been acconpli shed.

a. Necessary nmount out levels of repair parts, nodules, kits, tools, and
techni cal manuals are on hand at the using unit.
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b. Trained operators and mai ntenance personnel are avail abl e.
c. An acceptance LTI has been conduct ed.
d. Authorization to place the iteminto service has been received.
2. Comodity managers/responsible officers will ensure conpliance with the above

procedures.

3006. RECONCI LI ATI O\ VALI DATI ON

1. Definitions

a. Validation. Validation is the process by which requirenments are confirned.

It involves confirmng requirements which are still needed, cancell ations, receipts,
scrounges and current status. Wien confirm ng requirenents, comodity managers wil |l
ensure the requirenments are still valid, are known and are resident in the supply
system

b. Reconciliation. Reconciliation is the process by which a commodity manager
ensures that validated requirenents are properly | ogged i nto ATLASS/ SASSY and M MVS.

2. Reconciliation of demands between the shop and each supply source will be
acconpl i shed on a biweekly basis, at a mni num

a. Shop personnel will prepare a maintenance/ supply worksheet (Appendix G
prior to reconciliation with unit supply, NIP or M301. Al desired actions and
requests will be listed.

b. Appendix His a guideline for reviewi ng supply status. If the status for
M38A docunents does not change, ensure that these docunent are resident in the
M WVS/ AI' S and M301 Back- Order Listings.

3. Reconciliation/Validation WIl Be Conducted in Two Phases

a. Phase One is the review of appropriate reports to deternmine if the demand is
still valid. Al steps are |listed bel ow

(1) Review the follow ng docunments:
(a) Al open ERO s.
(b) Al open ERCSL’s.
(c) Daily Process Report (DPR).
(d) Weekly Material Report.
(2) Sort open ERO s by al pha/nuneric sequence.

(3) Ensure all repair parts required to conplete repairs for an open ERO are
listed on the EROCSL.

(4) Check for parts received either by scrounging or fromthe MP.
(a) Check | ayette bins.

(b) Check ERO equi prment to see if the item has been install ed.
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(5) Review remaining parts on order to ensure they are still required
agai nst the specific ERQ equi pnent for which they were ordered.

(6) Match all open EROSL's with docunents listed on the DPR

(7) I'f a docunent nunber is not listed on the DPR, there is no valid
requisition in the ATLASS/ SASSY system for that ERO There can be a nunber of
reasons for this:

(a) Recent subm ssions may not have been inducted into the ATLASS/ SASSY
system

(b) The requisition was rejected by the supply system because of an edit
error.

(c) Supply submitted a cancellation or receipt directly to SMJ w t hout
processing it through M MVB.

(d) Documents for that ERO were conpl eted in ATLASS/ SASSY, but were not
conpleted for MM M.

(8) Review all demands |isted on the DPR and pendi ng copies of the EROSL.

(a) Make appropriate annotations on the DPRto valid transactions or
progranms to assist in the validation between the shop and supply.

(b) Match the itenms contained on the EROSL with the docunent |isted on
t he DPR

(c) Locate the docunment on the DPR and review the current status.

(d) Ensure appropriate reject status is interpreted and corrective
action taken.

b. Phase Two is the actual reconciliation between the conmodity nanager and the
Supply Oficer.

(1) Reconciliation will be conducted by each commodity manager with supply
on a bi-weekly basis. This reconciliation will match source docunents for M M and
ATLASS/ SASSY wi th the out put reports.

(a) The Additional Demand List (ADL) will be reconciled with the
commodity section’s validated, corrected, and annotated DPR The commodity manager
wi Il have all pending EROSL’s and copies of all “8” card receipts, cancellations,
scrounges, and transfers that have been subnmitted to supply.

(b) Each open docunent on the DPR will be checked against the ADL to
ensure that it is resident in ATLASS/ SASSY and that the status is correct.

(c) Each pending ERCSL will be reconciled to ensure that the proper
entries have been made to open the docunment in
ATLASS/ SASSY.

(d) Al “8" card receipts, cancellations, scrounges, and transfers wll
be reconciled to ensure that the proper entries have been nmade i n ATLASS/ SASSY.

(e) Al discrepancies will be annotated and the Supply Oficer wll
i medi ately conpl ete the necessary transactions for entry into ATLASS/ SASSY.

(2) The MO will ensure the reconciliation is conpleted. Al problens that
cannot be resolved in the reconciliation will be brought to the attention of the
MMVO,

3-14



MAI NTENANCE MANAGEMENT SOP 3007

3007. TOOL SETS, CHESTS AND KITS

1. Ceneral. The MMO, the Supply Oficer and commodity managers or responsible
officers will identify all tool sets, chests and kits. Al tool sets, chests and
kits, must be |located and accounted for by the respective commodity nmanager. The
requirenents for inventory of tool sets, chests and kits are as foll ows:

a. Those securely stored by the section and checked out to individua
mai nt enance personnel for use only as required will be inventoried sem annually.

b. Those securely stored by the section for use by an individual or crew on a
regul ar basis will be inventoried when issued, sem annually while issued and upon
turn—n.

c. Those issued to individuals with | ocks and secure storage for exclusive use
by the individual will be inventoried when issued, sem annually while issued and
upon turn—n. Inventories conducted at issue/turn—n satisfy the sem annua
requi renent.

d. Those which are not required but are securely stored by Supply/comodity
manager/responsi ble officer, will be inventoried annually.

2. Procedures

a. Inventories will be supervised by the inredi ate supervisor of the individua
to whom the equi pnment is issued or by an individual designated by the comodity
managers.

b. Inventories will be made using a current SL-3/SL-3 extract (excluding RTE)
with all applicable, changes. O eanliness, and serviceability will also be checked.
Commodi ty managers/responsible officers will ensure tools are properly used, cleaned
and stored to maintain serviceably. Unserviceable tools will either be repaired,
evacuated for repair, or disposed of per Source, Miintenance, Recoverability (SMR)
codes and appropriate directives.

c. Afile will be kept by each cormodity manager with a copy of each inventory
for each tool set, chest, or kit. Copies will be maintained for one year

d. SL-3's and a copy of the inventory will be available to each individua
responsi ble for the conpl eteness of a tool set, chest, or kit. These may be kept in
the set, chest, or kit or they may be kept in secured files that are avail abl e upon
request.

e. Tool sets, chests and kits issued to individuals will be secured in a
restricted access area when not in the custody of the individual. Duplicate keys or
copi es of conbinations will be maintained by the conmodity nanager/responsible
of ficer.

3. Shortages. Shortages identified during the periodic inventories will be
corrected per paragraph 3003 of this Manual or purchased through sel f—service.

4. Special Tool Allowances. Requests for special tool allowances nust be submtted
to the Conmanding O ficer/Director/Division Head, as appropriate, via the MMO. The
foll owi ng special tool criteria will apply to all special tool allowance request
letters:

a. Requests for tools to be added to chests, sets and kits, will be submtted
on NAVMC 10772 formwi th a valid justification

b. Requests for tools to be added to a unit’'s T/E as a separate all owance wil |
be submitted as a nodification of allowance (MJA) through the chain of comrand.
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c. “Garrison use only” tools, e.g., goggles, respirators, hearing protection
face shields, engravers, etc., do not need NAVMC 10772's or MOA's, but nust be
approved by the Commanding Officer/Director and submtted to inventory controls as
outlined in this Mnual

d. Al tools that do not fall into any of the above categories nust be turned
into Supply for appropriate accounting.

5. Conpetition Rifle and Pistols (CRP) Arnorer’s Tool Kit. Conpetition rifle and
pistols arnorer’s tool kits are issued on an individual basis to individuals who
have conpleted the required training for MOS 2112. An inventory list of itens is

i ssued to each CPR repairer at the time of issue. Per MCO 8373.2, this list will be
used to performthe required inventory. Additional tools, gauges and equi pnent are
aut hori zed for inclusion in this tool kit, but nust be annotated on the current

i nventory.

a. Since the tool kit is issued directly to individuals for their exclusive use
and is secured with a lock, the tool kit should be inventoried sem annually. It is
the responsibility of the section to which the CRP arnorer is assigned to perform
this inventory control function as outlined in this Manual, MCO 8373.2 and reference

(b).

b. Shortages identified during the periodic inventories will be corrected per
par agraph 3003 of this Manual or purchased through sel f—service.

6. Responsibility. Responsible officers/conmodity managers and individuals signed
for tool set, chests, kits, or SL-3 equipnment will be held accountable for damage or
loss of their tools. The cost of individual tools is small but on a Conbat Center

wi de basis, the cost of replacenent of |lost, pilfered, or damaged tools may be

consi derabl e. Each individual nust take necessary steps to ensure the proper use and
control of their tools. Indications of abuse, neglect, theft, or the unwarranted
loss of tools will be investigated by the responsible officer. Individuals found to
be negligent in the control of use of their assigned tolls will be afforded the
opportunity to pay for their replacenment cost. In either case, they may be charged
under the Uni form Code of Mlitary Justice for negligence or msappropriation of
governnent property.
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CHAPTER 4
MAI NTENANCE/ MAI NTENANCE MANAGEMENT TRAI NI NG

4000. GENERAL | NFORMATION. Key to the Conmbat Center’s effective maintenance
managenent effort is a workable and effective Mi ntenance/ Mai nt enance Managenent

Trai ning program This Chapter provides details for effecting a positive maintenance
trai ni ng program

1. Maintenance/ Mai nt enance Managenent Training is a comrand responsibility. Each
section has a mai ntenance mssion which is outlined in the |l ogistics capabilities
paragraph in the Table of Organization cover page. Miintenance training will be
conducted in regard to the |l evel of maintenance authorized.

2. There are five areas of maintenance—+el ated training which require enphasis:
Qperator Training, Technical Training, Mintenance Managenment Supervisor Trai ning,
Mai nt enance Managenent Functional Area Training, and Qperator and Techni cal
Trai ni ng. Requirenments nmay be deternined by a review of MCO 1510 Series (Individua
Training Standards [ITS]) and an inventory of operator and technician know edge

| evel s.

4001. RESPONSIBILITIES

1. Comodity managers/responsible officers will:

a. Ensure personnel participate in MMM clerk and supervisor training
conduct ed by the Command/ Directorate/ Conbat Center MO

b. Mintain training records for all maintenance personnel in the section, to
i ncl ude attendance rosters, |esson plans and critique sheets for a m ni mum one year

c. Schedul e and conduct a m ni mum of four hours formal
mechani ¢/ t echni ci an/ operator training per nonth.

d. Initiate applications for service school quotas based upon the recipient’s
job performance and aptitude for passing the course.

e. Ensure that individuals designated to attend formal schools are nmade
available to attend the course unless circunstances devel op which nmake it
unf easi bl e.

f. Supervise all training conducted within their sections.

g. Schedul e and conduct a m nimum of two hours of safety training per nonth.

h. Schedul e and conduct a m ni num of one hour maintenance nmanager/supervi sors
and MMM clerk training per nonth

2. Training Oficer, Headquarters Battalion, MCAGCC will:
a. Publish maintenance training as part of the quarterly training bulletin.

b. Publish a nonthly Battalion training bulletin highlighting maintenance
managenent training for the nonth.

c. Informthe comodity nanagers/responsible officers of available quotas for
mai nt enance rel ated school s.
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d. Provide the section with the necessary prerequisites for an individua
desiring to attend a formal school

e. Ensure that nom nees are qualified to attend the fornmal school

f. Ensure that all mmintenance training is recorded at the commodity |evel.

g. Ensure training is conducted as schedul ed.

3. The Conmand/Directorate MMO w || :

a. Regularly inspect each area for maintenance training.

b. Schedul e and conduct training for maintenance managers, nmaintenance
supervisors and MM M cl erks. A mninum of one hour per nmonth will be schedul ed for
each.

c. Review lesson plans, attendance rosters and critique sheets for maintenance

training conducted in the commodities.

4002. TRAI NI NG REQUI REMENTS

1. The following is a listing of subjects essential to maintenance which should be
i ncluded in training plans:

a. Technical Publications.

b. Echel ons of Maintenance and Responsibilities.

c. Inspections, Types and Purposes.

d. Preventive Mintenance Indicators.

e. Equi pnent Records and For ms.

f. Shop O ganization.

g. Tools, Support, Test and Di agnostic Equi pment Control
h. Supply Support and Repair Part Requisition and Control
i. Deficiency Reports.

j . Maintenance Scheduling.

k. Equi prrent Preservation.

| . Budget Process (for supervisory personnel).

m  Secondary Repairable Itens Prograns.

n. Replacenment and Evacuation Prograns.

0. Marine Automated Readi ness Eval uation System ( MARES)
p. Elenents of Mintenance Support.

q. MMB-A S

r. Shop Operations and Procedures.
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2. Mai ntenance/ Mai nt enance Managenent Trai ning may be acconplished in a nunber of
di fferent ways. The nethods that can be utilized include: formal schools,

organi zati onal training, on—+the—ob (QJT) training, correspondence courses, training
at the internediate maintenance facilities and civilian courses. The nethod(s)

sel ected is/are dependent on the skill level of the maintenance personnel, the
resources available to the unit and the operational commtments of the unit.

a. Maintenance Managenent. Mintenance Managenent Training will be conducted
for all maintenance managenent personnel. Training will be conducted under the
direction of the MVOD

b. MMWB (AIS). Marine Corps Integrated M ntenance Managenent System (M MVB
[AIS]) training will be conducted periodically by the MMJ commodity manager for all
mai nt enance managers and | ogi stics personnel. In addition to the training provided,
sections will develop a continuous programfor training of all personnel involved
with M MBS input, equipnment maintenance status and other rel ated automated
| ogi stical managenent reports.

c. MXS Training. MIlitary occupational specialty (MXS) training will be
conduct ed under the supervision of the commodity managers or responsible officers.
The conmodity managers are responsi ble for devel opi ng mai nt enance traini ng prograns
to include performance objectives. The commodity managers will be responsible for
ensuring that all scheduled training is adequate and will recomrend changes to the
training policy as required. Training for maintenance personnel wll include, but is
not limted to:

(1) Refresher. Mechanics and technicians will be provided the | evel and
degree of instruction to enable themto perform mai ntenance duties conmensurate with
their grade and MOS.

(2) Supervisory. Maintenance supervisory training will be provided all
personnel in positions of supervision over other |ess experienced personnel in
relation to their grade and MOS. This training requirenent nust provide the
expertise required to effectively and econom cally operate the unit’s maintenance
program and to achieve the desired end results.

d. Special Technical Training. This training is directed at a specific MXS or
items of equipnent. It nay be used to upgrade or refresh nmai ntenance know edge or to
provide instructions on new itens of equipmnent.

3. Fornmal Schools

a. Training Oficer, Headquarters Battalion, MCAGCC assigns and controls the
gquotas for the Marine Corps Integrated Mintenance Managenent Course, Norfolk,
Virginia. Requests will be submitted via the MMO

b. Service schools will be utilized to the fullest extent possible. Comodity

manager s/ responsi bl e officers will ensure that only qualified Marines are nom nated
for service schools and all prerequisites are net.

4003. TECHN CAL TRAI NI NG

1. Technical training is required for all technicians and mai nt enance supervi sors
to perform nmai nt enance duties conmensurate with grade and MOS. A mini num of four
hours a month will be devoted to technical training. Training prograns will be
supported by |l esson plans, “by—name” attendance rosters and critique sheets.

2. Periodic testing of technician know edge will be conducted upon conpl etion of
technical training using the MOS Manual as a guide, and refresher training will be
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conducted for noted deficiencies. Once a supervisor has identified an area in which
an individual requires additional training, pronpt steps will be taken to ensure the
additional training is conducted.

3. Specific technical training classes will be schedul ed and conducted when new
equi prent types or new mai ntenance personnel are introduced into the unit. Personne
who are selected to receive the initial training should be famliar with simlar
equi prent. Internal training nmust be conducted to indoctrinate all personnel on new
equi prrent .

4. Specific classes will be schedul ed and conducted regularly on the use and
mai nt enance of all support and test equi pnent.

4004. CROSS- TRAI NI NG

1. The cross—training of personnel in perform ng tasks that are not

a part of their MOS will be one of the goals of all training prograns. Cross—trained
personnel nmay ease the burden inposed by reduced manni ng | evel strengths, quotas,
and attrition.

2. Personnel for cross—training nust be chosen fromthose with related MOXS's.
3 Each comodity nanager/responsible officer will keep a record of personnel who

are cross—trained and the fields in which they are cross—trai ned.

4005. TRAI NI NG RECORDS

1. Training records provide the manager with the docunentation of the commodity/
section level training program Wthout such records, the training program may
suffer froman i nadvertent om ssion of necessary training. Each comodity will

mai ntai n copi es of training schedules, |esson plans, class attendance rosters and
critique sheets for a period of one year

2. The following training records will be kept by maintenance managers for
technical training falling under their cogni zance:

a. Annual Training Plan. An annual training plan is published yearly and
contains information on training planned for the cal endar year. A thorough review of
the unit’s maintenance training posture nust be conducted to determ ne what specific
training areas will receive enphasis during the upcomng year. This information is
i ncorporated into the annual training plan. A recommended list of training topics is
listed in reference (b).

b. Quarterly Training Directive. The quarterly training directive delineates
what classes will be conducted during the quarter. It may or may not schedul e
cl asses specifically as to tinme and place, at the unit’s option, but should, as a
m ni mum delineate what training will be conducted.

c. Mnthly/Wekly Training Bulletins. These bulletins will indicate
specifically where a period of instruction will take place, who will deliver the
instruction, who will attend, and when the period of instruction will take place.
The section will assign qualified instructors.

d. Lesson Plans. Afile of Iesson plans will be maintai ned by the sponsor of
that training. If these |l esson plans are prepared for use nore than once, they nust
be reviewed prior to reuse and certified as current or revised, as appropriate,
prior to the conduct of training.
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e. Attendance Rosters. Attendance rosters will be maintained by the cormmodity
manager. They shoul d include the date the class was given, the title of the class,
the instructors nane/rank, and the nane, rank and signature of each person who
attended the training.

f. Citique Sheets. An evaluation of each class is essential for the
i nstructor/commodity manager to evaluate the effectiveness of the training. At a
m nimum the critique sheet should contain the title of the class, date the class
was gi ven, nane/rank of the instructor, |ocation, type of instruction (lecture,
denonstration, application), explanation of students response to the training,
eval uation of the instructor (poise, know edge, preparation, etc.), comments on
whet her or not the | earning objections were net, and the evaluators nanme/rank. In
addition to critique sheets, witten or practical application exam nations can be
used to evaluate the effectiveness of the training.
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CHAPTER 5
I NSPECTI ONS/ VI SI TS/ QUALI TY CONTRCL

5000. GENERAL | NFORMATION. The CG is responsible for the maintenance status and
operating procedures of this command through inspections/visits by hinself, or
desi gnated nmenbers of his staff. Inspections and visits are subdivided into formal
i nspections, staff assistance visits, and Field Supply and M ntenance Anal ysis
Ofice (FSMAO visits.

5001. POLICY. The Combat Center will announce all formal inspections to all for
preparati on and so as not to disrupt the nmaintenance cycle. Formal inspections are
i ntended to expose errors in the maintenance nmanagenent prograns within an

organi zation and will be conducted by a Mi ntenance Anal ysis Team ( MAT) from
organi zati ons outside the MCAGCC structure e.g., CSSG 1 and 7th Marines (Rein).

1. Characteristics

a. Inspections will be constructive and critical in nature. Exceptiona
acconpl i shments will be duly noted and consi derati on given as to whether the
procedures can be adopted. The teaching opportunity of inspections nust not be
over | ooked.

b. Inspections will be objective and based on realistic, measurable standards.

c. Inspected sections nmust understand the inportance of the inspection
eval uation and effect any changes if required.

2. Results. Inspection results are the nost inportant feature of an inspection

a. Inspection results indicate areas and/or procedures that affect m ssion
acconpl i shment .

b. Discrepancies fromthe inspection will be aggressively corrected.
c. Adequate followup prograns will be inplemented to prevent recurrences of

probl ens and defi ci enci es.

5002. FREQUENCY OF | NSPECTI ONS

1. The COGWWO wi Il schedul e and coordinate a formal MAT inspection of each
Command/ Di rect orat e’ s nmai nt enance managenent procedures and prograns annual | y.
Informal inspections will be a continual process by the Conmand/ Directorate MMO and
t he conmodity managers. The current FSMAO mai nt enance managenent inspection
checklist will be used during all inspections.

2. Inspection scheduling will be coordinated through the Center Inspector’s Ofice.

A menorandum from the I nspector’s office will publish the Center MMJ s inspection
schedul e.

5003. FORMAL | NSPECTIONS. Fornmal inspections are conducted by the CG MCAGCC.

1. Formal inspections are usually announced and will follow the current FSMAO
checkl i st.

2. Mintenance related inspections will cone under the cogni zance of the Director
Install ati ons and Logistics and the Conbat Center MMO. The Center MMO Wi Il neet with
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all comodity managers/responsible officers to pass information, distribute
checklists and di scuss details of the inspection process.

3. Formal inspections require the availability of all personnel and equipnment. All
aspects of the unit are subject to inspection

5004. 1 NFORNMAL | NSPECTI ONS

1. Informal inspections are used to obtain first hand informati on about operating
procedures. Visits may be conducted in a formal manner, in which case they take on
aspects of a formal inspection; or they may be conducted in an informal nanner

whi ch stresses the exchange of information and ideas. The main difference between a
formal inspection and an informal inspection is the atnmosphere in which the

i nspection i s conducted.

2. Inspection checklists may be used and results reported for informal inspections.
Al t hough i nformal inspections nmay be announced in advance, they are conducted
si mul taneously with normal operations.

3. MMO s/ Conmodi ty managers/responsi ble officers are responsi ble for conducting
i nformal inspections of their own shops in order to ensure that proper maintenance
procedures are foll owed.

4. Staff Visits. The staff visit is the nost conmon visit, whereby one or nore

of ficers of a higher headquarters visit the Conbat Center. Staff visits are
performed between schedul ed i nspections to investigate trouble areas and to exchange
information with the opportunity for imedi ate feedback. The conmmandi ng
officer/director will be notified prior to the visit and be provided an in/out brief
on any findings and/ or conments.

5005. FIELD SUPPLY MAI NTENANCE ANALYSI S OFFI CE (FSMAQ) VISITS

1. Field supply maintenance analysis office (FSMAO visits are established to
provi de the Commandant of the Marine Corps (CMC) with direct field representation at
the unit level by analyzing the effectiveness of supply and mai nt enance managenent
procedures. The purpose of FSMAO is three-fold:

a. To analyze the effectiveness of the unit’s supply and mai nt enance
pr ocedures.

b. To evaluate the efficiency of the unit.

c. To furnish assistance/guidance in supply and mai nt enance operations and
pr ocedures.

2. Analysis visits are announced at |east 30 days in advance by a letter from
FSMAO. They are normally one week | ong and thoroughly eval uate the nai nt enance
effort.

3. Upon conpletion of the analysis visit, FSMAO prepares two witten reports; the
initial and the final report. The initial is a detailed checklist which provides
comments on all discrepancies noted during the analysis. The initial also provides
an excellent checklist for nonitoring progress on corrective actions of noted

di screpanci es. Separate reports are provided for supply and mai nt enance nanagenent
operations. Approximately 30 days after the analysis visit, FSMAO submts a formal
witten report, containing significant findings and recommendations, to the CG
MCAGCC, via the chain of conmand.

5006. 1 NSPECTI ON REPORTS
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1. Ceneral. The purpose of inspection reports is to informthe appropriate chain of
command of inspection results and reconmended corrective action. The CCMMO wi | |
ensure that the CG receives a copy of all nmmintenance nanagenment inspection reports
and their results.

2. Witten Reports. Inspection reports will be prepared by the CCVMWD for all formal
i nspecti ons conducted. A conpleted checklist will be presented to each Division Head
recomendi ng corrective action for all noted discrepancies. The comuodity
manager s/ responsi bl e officers will maintain copies of all inspections for a m ni mum
of one year.

3. The results of inspections or visits conducted by hi gher headquarters will be
di ssem nated to all responsible officers/comopdity nanagers. Corrective action will
be submitted to the CCMMO within 15 days of receipt of the conpleted inspection
checkl i st.

4. Inspection reports by the CCOVNO, higher headquarters, as well as FSMAO reports
wi th endorsenents, will be maintained for a mnimumof two years by the MVD

5007. CORRECTI ON OF DI SCREPANCI ES

1. Al discrepancies noted during inspections will be corrected in an expeditious
manner. Preparation for future inspections will include special enphasis on
previously noted discrepancies to ensure they do not reoccur

2. Reports of action taken to correct noted discrepancies found during interna

i nspections will be submtted to the Director, Installations and Logistics
(Attention: CCMMD w thin 14 days of receipt of the formal report. Conplete,

t hor ough and responsive action will be incorporated in reporting corrective action

5008. QUALITY CONTROL

1. Ceneral. Quality control is a system of inspection and work control procedures
noting the progress of an item of equi pnent through the maintenance cycle. These
procedures are designed to ensure that the repair procedures and techniques are in
accordance with the prescribed maintenance procedures and that the itemperforns in
its intended manner at the conpletion of the maintenance cycle.

2. Measure of Quality. The neasurenent of quality of maintenance is based upon the
foll owi ng factors:

a. That the work was perfornmed utilizing the techniques and procedures as
prescribed by current technical manuals.

b. That the work was inspected periodically during the course of repairs to
ensure that proper procedures and repair parts were utilized.

c. That upon conpletion of the required repairs the itemwas tested and
eval uated by the use of test equi pnent, visual inspections and operational checks,
or a conbination of the above procedures.

3. Shop Procedures. Critical to the effective performance of maintenance is a

vi abl e, aggressive quality control effort. Commodity managers/responsi ble officers,
will establish quality control neasures to ensure the needs for continuous
qualitative neasurenment of maintenance performed on equi prent bel ongi ng to MCAGCC.
Such progranms will have the foll owi ng essential elenents:

a. Each comodity authorized 2d echel on mai ntenance or higher will assign as a
mnimum a primary and an alternate quality control inspector in witing.
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b. Such personnel will be adequately schooled in their responsibilities and the
i nportance of their positions.

4. Quality Control Personnel Responsibilities. Each individual who perforns repairs
has an inherent responsibility for the quality control of the work performed. The
assi gnment of designated quality control personnel does not relieve an individual of
the responsibility to conply with the technical publications and procedures that
pertain to the item being repaired.

a. Upon receipt of an iteminto the maintenance facility, it will be inspected
to determne repair and/or nodifications required. Required nodifications will be
noted on the ERO, and action initiated to acconplish the nodifications, if
aut horized at the unit level, or to evacuate the equi pnment for nodifications to be
performed at a hi gher echel on.

b. The itemw |l then be sent to the appropriate section where it will be
i nspected by the supervisor who will then determ ne the degree, nature of repairs
and the parts required. This will be determ ned without regard as to what is
specified on the ERO Any additional repairs or parts requirenents will be added to
the ERO and the shop office control section will be notified. This will ascertain
the repair costs as well as the quality or maintenance procedures. Were fault
isolation is required, the inspector will conduct the isolation/trouble-shooting
process, using applicable TMS and will annotate the ERO with the appropriate
mai nt enance tasks.

c. Constant and detail ed supervision of maintenance perfornmance is essential to
any quality control program Experienced personnel nust be assigned to supervise and
work with inexperienced personnel at every |evel.

d. Wdrk in progress will be inspected at appropriate stages to ensure
conpl et eness, accuracy of assenbly, and installation of each conmponent. Itens
consi dered borderline should be replaced while the itemis being repaired or
di sassenbl ed.

e. Appropriate support and test equipnent will be used to the fullest extent
during all maintenance cycle phases. After final assenbly, equipnent will be tested
to determ ne proper functioning. This should include road testing and performance
testi ng whenever possible.

f. Aquality control inspection does not relieve the particul ar mai ntenance
section supervisor of the responsibility ensuring proper quality work perfornmance of
t he i nspected section.

g. Final Inspection Prior to Return of Equionment. Wen the repair section has
determ ned that the equipnent repair is conpleted, the itemw Il be processed
through a final inspection phase. The inspector will performa detail ed i nspection
to include visual and operational checks to the degree necessary to assure that no
additional repairs are required. If the work performance is unsatisfactory or
margi nal, the shop officer will be notified and appropriate action taken to
determ ne the nature and cause of the deficiency. Pronpt and thorough action to fix
t he cause and/or responsibility for the discrepancy will be taken and appropriate
corrective nmeasures initiated to prevent the recurrence of the discrepancy. The
final phase of the quality control inspection will be a review of associated
equi prent records to ensure that they are correct. The review of equi pnent records
will include a verification of commodity nodification control records as they apply
to that particular end itemor conmponent, and the equi pment record jacket. Wen the
equi prent and its associ ated records have passed the quality control inspection, the
i nspector will conplete the “9” card portion of the ERO and sign it in the
“inspected by” bl ock.
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5. Quality Assurance. Quality assurance is a planned system of actions with the

obj ective of providing confidence that an item of equiprment will neet or surpass all
specifications of its intended role by providing feedback fromthe user to the
procurenent agency with respect to design, function and perfornance.

6. Quality Control Reports

a. Quality Deficiency Reports (QDR s). Shops/comopdities are strongly
encouraged to submt Quality Deficiency Reports (@R s) (Standard Form [ SF] 368) per
MCO 4855.1 0B, Quality Deficiency Reporting. Quality Deficiency Reports are used to
provide information to Departnment of Defense activities concerning deficiencies in
materi al, design or procurenment of equi pment so corrective action may be initiated.

b. Responsibility. A @R wll be initiated by the individual who di scovers the
deficiency, with the advice and assi stance of the cogni zant commodity manager. The
MVO wi || :

(1) Establish a control nunber |og and issue control nunbers upon as needed.

(2) Review all organizational QDR s prior to subm ssion to ensure
correctness of required information, as specified by MCO 4855. | OB.

(3) Maintain a file of all QDR s subnmitted. This file will contain:
(a) Copy of the QDR
(b) Al bany notification.
(c) Summary reports.
(d) Photographs (if taken).
(e) Investigation.
(f) Defense Logistics Agency letters.
(g) Final Reports from Al bany.

c. The MMOw Il forward a copy of all organizational QDR s to the CCMMO via the
Director, Installations and Logistics Directorate.

d. Subnission. A QDR shall be submitted when a deficiency in material neets the
criteria per MO 4855.1 0B and TM 4700- 15/ 1G

e. QDR Categories

(1) A category 1 (DR applies when continued use of unsatisfactory materi al
will or may affect life or linb, or inpair the conbat capabilities of an
organi zation or individual. Category 1 QDR s will be submtted in nessage format to
the Conbat Center MMO for review and transmittal to Marine Corps Logistics Base,
Al bany, GA or Marine Corps Logistics Base, Barstow, CA, as appropriate within 48
hours. A SF 368 will be submitted 48 hours after rel ease of the nmessage transmittal.

(2) A category 2 (DR reports a deficiency which does not neet the criteria
per a category 1 QDR Category 2 QDR s urgent and routine, will be subnmtted on a SF
368 and will be forwarded per MCO 4855. | OB.

f. The CGs point of contact for QDR s is the Conbat Center ML40.

g. A copy of all submtted QPR s will be maintained in the Equi pmrent Record
Jacket or in the shop files for one year.
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CHAPTER 6
FACI LI TI ES MANAGEMENT

6000. GENERAL | NFORMATION. An orderly and efficient flow of equipnent maintenance
can be achi eved only when the Conbat Center has adequate maintenance facilities.

Mai nt enance facilities consist of buildings, shelters and all permanent inprovenents
used for mai nt enance purposes.

6001. MANAGEMENT. The managenent of available facilities in support of equi pnent
mai nt enance includes but is not limted to:

a. Determnation of garrison and field requirenents.
b. Security, access rosters and procedures for their operation and control

c. Miintenance facilities, where feasible, will be collocated with or in close
proximty to other support facilities. Cl ose coordination nmust be effected between
mai nt enance managenent personnel of other unit support activities to ensure
i ntegration of effort.

d. Avreallocation of facilities should be considered or effected when the
section has a change in mssion, a change in the equipment it supports and/or the
| evel of activity results in inefficient use of the avail able mai ntenance
facilities.

6002. ASSI GNMENT AND RESPONSI BI LI TI ES

1. Tactical Considerations. Miintenance area site selection is governed by the
foll owi ng physical characteristics: terrain, environnment, tactical situation, size
and m ssion of the unit, and associ ated mai ntenance requirenents. The | ocation of
the mai ntenance facilities aboard the Conbat Center is largely determ ned by the
Installations Oficer and the tenant unit Operations O ficer who has the
responsibility for the selection of the specific command post site and the

al l ocation of space within it. The arrangenent of maintenance facilities within the
site will be determ ned by the Commanding Officer with advice fromthe MVO

2. @Grrison Environnent. Wth the exception of tactical influence, considerations
in selecting maintenance areas in garrison do not differ appreciably fromfield site
consi derations. Since tactical mobility normally is not a major factor in garrison
restrictions on areas is limted only by unit maintenance capabilities. Comerci al
equi prent resources should be utilized to the maxi num extent practicable in garrison
to extend the life of tactical equipnment. The Center MMO and comodity nanagers mnust
t horoughl y eval uate assigned areas and ensure their efficient use.

3. Request for the assignment of additional facilities or inprovenent of assigned
facilities will be submtted to the Installations Oficer via the Director
Install ati ons and Logi sti cs.

4. Field training exercises provide units the opportunity to set up T/ E mai nt enance
facilities in a field environnent. This provides maxi numtraining for maintenance
personnel to performtheir maintenance functions in sinulated conbat conditions.

Maxi mum use nust be made of this training to ensure that T/E field mai ntenance

requi renents and T/ O mai ntenance capabilities are evaluated under field conditions.

6003. STORAGE AND CONTROL
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1. The Conbat Center will ensure maxi mum use of covered storage areas in garrison.
Commodities requiring additional garrison facilities should submt requests to the
Installations Oficer, via Director, Installations and Logistics.

2. Equi pnent Storage. The Conbat Center MMO will coordi nate the organi zati on of
mai nt enance areas with the Installations Oficer in concert with the commodity
managers and specific staff officers.

a. Facilities will be assigned in accordance w th equi pnent size, density and
t he anti ci pated mai nt enance wor kl oad.

b. Shops will be positioned according to equi pnent types. Structures should be
assigned accordi ng to equi pnent protection needs and essential personnel confort.
Dr ai nage consi derations are paranmount when assigni ng outside work and storage areas.

c. To conserve utilities, shops with comon requirenments for utility services
will be collocated to the nmaxi mum extent possible.
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CHAPTER 7
DI RECTI VES AND TECHNI CAL PUBLI CATI ONS
7000. POLICY

1. An integral part of equipment readiness is the readi ness of the technical
library. An essential resource contributing to an effective equi pnrent mai ntenance
programis an up—to—date library of maintenance related publications. MO P5600. 31F,
requires units to have the technical and mai ntenance rel ated publications on hand,
effective internal distribution control procedures established; and pronpt action
taken to increase and/ or decrease inventory as requirenments change.

2. The term “publications” as used throughout this Manual applies to manual —+type
and letter—type directives, books, panphlets, nmanuals, printed personnel procurenent
ai ds, and graphic training aid charts and posters.

3. The term“technical publication” or “technical library” used in this Mnual
enconpasses both the techni cal and nontechnical publications that are used in
mai nt enance shops.

4. MMOs will maintain a library of publications sufficient to performthe
mai nt enance nmanagenent and supervi sory functions within their
Conmand/ Di rect or at e/ Di vi si on.

5. Commodity managers will maintain a full inventory of the necessary technical,
mai nt enance managenent, and supply publications required to perform maintenance and
mai nt enance managenent functions for their comodities.

6. Appendix | provides a lists of publications that support the maintenance
managenent and nmai nt enance supply support functions of the Conbat Center.

7001. RESPONSIBILITIES

1. The responsibility for an effective unit maintenance and mai nt enance nanagenent
effort, to include a technical publications control system rests with the
Commander/ Di rect or/ Di vi si on Head/ and/or the Commodity Manager. The overall
operation of the publications control systemfor the Conbat Center is the Center
Adjutant with the assistance of the CCMMO At a mninum Headquarters Battalion,
Installati ons and Logistics Directorate, Exercise Support Division, Enhanced

Equi prent Al | owance Pool, Facilities Mintenance Division, Supply D vision, Grrison
Mobi | e Equi prent Divi sion, Operations and Training Directorate, and the

Conmmuni cation and Data Directorate will maintain a separate Publication Listing
(PL); manage inventory and internal distribution of publications by use of the

Publ i cation Library Managenent System (PLMS); and repl enish publications

i ndependently by use of the Marine Corps Publications Distribution System (MCPDS) .
Use of MCPDS and PLMS are mandatory and authorized fromthe conmodity to the
Command/ Directorate |evel.

2. Each section that has equipment will maintain sufficient publications to perform
first echelon mai ntenance on that equipnent.

3. Sections that perform second echel on or higher maintenance will maintain those
publ i cati ons necessary to perform maintenance up to and including their echel on of
mai nt enance.

7002. MARI NE CORPS PUBLI CATI ONS PROGRAMS. Marine Corps publications fall into the
foll owi ng prograns and cat egori es:
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1. The Marine Corps Directives Program This is the primary directives managenent
programwithin the Marine Corps. Al orders, bulletins, manuals and certain joint
publications are issued in this program unl ess another programis prescribed or
specifically authorized by the CMC. Detailed regulatory instructions are contai ned
in MCO P5215. 1G

2. The Marine Corps Technical Publications Program The technical publications
programis designed to support itenms of equi pment by providing instructions for

t hei r mai ntenance, nodification, operation and supply. Each technical publication is
nunbered in a manner that identifies it with a specific item group, or class of
equi prent, or by subject. Detailed instructions regarding identification,
applicability and use of these publications are contained in MCO P5215.17. All

techni cal publications are under the central nanagenent of the Commander (PSD),

Mari ne Corps Systens Conmand, 2033 Barnett Avenue, Suite 315, Quantico, VA
22134-5010, per MCO P5215. 17.

3. The Marine Corps Adnministrative. Organizational and Training Publications
Program This program provides instructions and information regardi ng poli cies,
adm ni strative organi zation, doctrine, tactics, techniques and procedures in
publications such as user manuals, FMFMs, FMFRP's, etc. It al so provides
instruction and reference material relative to mlitary training and operations.

4. Marine Cores Tables of Organization and Tables of Equipnent. These tables
prescribe the personnel allowances, organizational structure, and equi prment

al | owances of a specific organization or type of organization. Each table is
nunbered to identify with the command to which it pertains.

5. Details on Marine Corps Departnental “NAVMC' Publications, Inf ormation
Resour ces Managenent (I RM Standards and Cuidelines, Formal Schools, Foreign
Mlitary Sales, Regular and Reserve Personnel Procurenment Advertising Materials
Prograns, and others can be found in MZO P5600. 31F, chapter 3.

7003. MARI NE CORPS PUBLI CATI ONS DI STRI BUTI ON SYSTEM (MCPDS) . MCPDS

is a systemthat provides services in support of the initial issuance of
publications by Marine Corps publications sponsors and supports publications
managenent by field comuanders including the Reserve Conponent.

7004. MCPDS AUTOVATED | NFORMATI ON SYSTEM (Al S). The MCPDS AIS is the central
conmponent of MCPDS. It is the on-line, interactive AS resident on a nmainfrane
conputer |ocated at Quantico, VA. MCPDS provides:

a. Sponsor support —Allows publications sponsors to electronically establish
initial distribution for a new publication.

b. Field user support —Allows el ectroni c managenent of the activity’'s
requi renents for publications.

c. Oher CGovernnment agencies and non—Government entities —Support is provided
by CMC ( ARE).

7005. 1 NDIVIDUAL ACTIVITY CODE (IAQ

1. Definition. An TACis a 7 digit nunber that identifies an activity that has been
given authority to receive Marine Corps publications. An I AC consists of a 4-digit
Type Activity Code that identifies activities of simlar conposition conbined with a
3-digit suffix that nakes a unique identifying nunber. 1AC s in the 1000 through
8000 series are assigned to Marine Corps activities while the 9000 series is
reserved for non—Marine Corps organizations. Al IAC s and their respective
addresses are available for viewing in the MCPDS on-1ine system
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2. Establishing an TAC

a. Individual Activity Code (I AC) activation within MCPDS is required in order
to establish AIS services. IAC s are assigned by the CMC (ARE). Mari ne Corps
activities including the Reserve Establishment and detachments with non—Mari ne Corps
organi zations may request its own TAC. By virtue of having an TAC, an el ectronic,
interactive listing of publications available for distribution to the activity is
est abl i shed. Requests for an |ACwill be submitted via letter to the CMC (ARE). The
letter nust provide the follow ng information

(1) reason the IAC is being requested
(2) whether or not classified publications are required

(3) a statement that the activity has adequate safeguardi ng capability if
classified publications are required

(4) identification of individuals authorized to access the MCPDS Al S,
i ncl udi ng nane, grade, and mai nframe user 1D

(5) conmplete official mailing address to include street or box, city, state,
and ZI P code

(6) point of contact with phone nunber (DSN and commercial), fax nunber, and
ELMS address, if avail able.

b. Confirmation fromthe CMC (ARE) of a request for an IAC will include the
assigned | AC and instructions explaining howto access, review and update the
listing of publications.

c. Initial issuance of publications fromthe stock point nmust be input and
requested through the MCPDS Al S per MCO P5600. 31, paragraph 3303

d. Non—Marine Corps organi zations shall provide a letter stating the reason for
requiring Marine Corps publications. Requests fromthis category will be revi ened
for necessity and conformity with public |aw

3. Deactivating an TAC Activities no |longer requiring an TAC due to redesignation
or other cause will notify the CMC (ARE) in witing as soon as practicable. The | AC
assigned will be placed in a deactivated status for a period of 12 nonths and then
del eted fromthe system

4. Correspondence. Requests for publications and correspondence addresses to the
CMC (ARE) must include the I AC and a point of contact with tel ephone nunber and, if
applicabl e, fax nunber, and ELMS address.

7006. PUBLI CATI ON CONTROL NUMBER (PCN). A PCN is a unique nunber assigned to a
publication and its changes and revisions. The first 3 digits of a PCN are referred
to as a PCN-pref ix. PCN-prefixes categorize publications listed in NAVMC 2761.
PCN s for nontechnical publications are assigned by the CMC (ARE) and PCN s for
techni cal publications are assigned by the COVWARCORSYSCOW ( PSD)

7007. PUBLI CATI ON LI STI NG (PL)

1. APLis an electronic display of all publications in MCPDS. Each PL is unique
because the system shows a value in the quantity field for a PCN for which the
activity is currently on distribution. The PL changes when



MAI NTENANCE MANAGEMENT SOP 7007

a. The sponsor adds a new publication for the specific I AC through initial
di stribution, or

b. The activity chooses to nake additions, changes, or deletions to their PL.
2. The PL is divided into nontechnical and technical sections. Nontechnical
publications are nunbered per SECNAVI NST 5210.11, Standard Subject Identification

Codes (SSIC) and technical publications are categorized by item designator (ID) per
tabl es of equi pment.

7008. COWMERCI AL PUBLI CATI ONS

1. The COVMARCORSYSCOM wi Il procure and distribute initial inventories of

commer ci al publications to support new weapons systens and equi pnent through MCPDS.
Any ot her required conmercial publications not included in SL-1-2/1-3, Index of
Publ i cati ons Authorized and Stocked by the Marine Corps, will be procured locally
per MCO P5600. 31F.

2. Commercial manuals are procured for non—FM-/ garri sOn organizations for

of f-the-shelf itens which are readily available on the commercial market; e.g.,
buses, forklifts, warehouse tractors, and adm nistrative-type notor vehicles.

Publ i cati ons prepared by the contractor are procured and shipped with the end item

a. Parts lists, lubrications instructions, and mai nt enance manual s prepared by
the manufacturer are to be used in support of conmercial equipnment. These
publications are not normally stocked by the Marine Corps. Local procurenent is
aut hori zed.

b. Those sections requiring conmercial publications (GVED, TVISC, RTE,
FacMaint, etc.) will fill out an EROSL/SROSL and forward it to the purchasing and
contracting office for open purchase.

7009. MARI NE CORPS PUBLI CATI ONS | NDEXES. The foll owi ng publications indexes and
checklists are published for guidance in maintaining publications.

1. Marine Corps Bulletin 5600 series, Marine Corps War Fighting Publications
St at us.

2. SL-1-2, Marine Corps Stock List - Index of Authorized Publications for Equipnent
Support .
3. SL-1-3, Marine Corps Stock List - Index of Publications Authorized and Stocked

by the Marine Corps.

4. NAVMC 2761 - Catalog of Publications. This index categorizes nontechnical
publications in the Standard Subject Identification Code format by PCN.

7010. ACQUI RING OTHER SERVI CES' PUBLI CATIONS. The other services’ publications may
be requisitioned fromtheir respective publications index and addressed to the
appropriate source of supply unless indicated as a controlled publication. Those
stocked and distributed by the Marine Corps are listed in SL-1-3 (MF). Arny
publications are listed in DA PAM 25-30 (M F) (PCN: 30501253000); Navy in NPFCPUB
20002 (M F) (PCN. 20800500000). To obtain Air Force Regul ations, send a request to
CMC (ARE).

7011. PUBLI CATI ONS MANAGEMENT

7-4
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1. Distribution. Distribution can be defined as the process of getting the required
publication, in the right quantity, to the user of the publication. Activities can
obtain publications by requisitioning or via automatic distribution. Publication

di stribution consists of two phases:

a. Fromthe Marine Corps’ Publication Stock Point to the activity.
b. Fromthe receiving point in the activity to the technical library.

In addition to the two phases of distribution, which describe the flow of an
i ncom ng publication, there are two types of distribution

c. “Push,” or automatic distribution is the result of quantities established by
the activities PL. Quantities reflected on the PL will be automatically distributed
to the activity upon establishing the PL or when a publication change or revision is
publ i shed.

d. “Pull,” or requisitioning a publication by the activity submitting a
requisition to the publications stock control point.

2. Internal Publications Control. Each Command/ Di rectorate/ D vision/ Cormodity
aboard the Conmbat Center receiving direct distribution of publications will manage
control of publications by use of PLM5; which upon receipt, contains instructions
for use. PLM5s will maintain an inventory and facilitate internal distribution of
publications within the unit.

3. Unit Publications Control Point (UPCP). Those activities on direct distribution
for publications via MCPDS are the UPCP for that

Conmmand/ Di rect or at e/ Di vi si on/ Commodity. The UPCP exerts positive control and effects
internal distribution of publications and directives. Each Command/
Directorate/Division/Conmodity on-line with MCPDS will designate in witing a
manager for the UPCP. For those sections utilizing MCPDS for technical publications
only, the MMOw Il normally be the UPCP. For Commands and Directorates that are
utilizing MCPDS for both mai ntenance and non mnai nt enance publications and
directives, the MO W Il work closely with the UPCP in the nmanagenent of technical
publications. The UPCP is responsi ble for the foll ow ng:

a. Determning quantities of publications and directives required by the
Conmmand/ Di rectorate/ Division/ Coomodity and establishing the PL

b. Determning and effecting internal distribution for publications and
directives within the Command/ Directorate/ Division/ Commodity.

c. Coordination and conmmuni cation with all assigned publications clerks under
t he Conmand/ Di rect orate/ Di vision/ Conmodity’ s cogni zance to maintain, store and
account for publications listed on the PL

4. Developing the Publication Control System A team assists the

Conmmander / Di rect or/ Di vi si on Head/ Commodity Manager in operating a systemto control
publications. The team consists of the UPCP, MMD Responsible Oficers, comodity
managers and publication clerks.

a. There are a series of managenent tasks to devel op, operate and nanage within
a publications control system

b. The UPCP and the MVO work together to devel op the publications control
systemthat nmeets the m ni mum gui delines of this manual and those of higher
headquarters directives. There are four interrelated functional areas of the system

(1) Publications allowance control - (which publications are required).

7-4
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(2) Internal distribution control - (how publications are handled to ensure
that the right publications get to the right place in the right quantity).
Di vi sion/ Commodity aboard the Conbat Center receiving direct distribution of
publications will manage control of publications by use of PLMS; which upon receipt,
contains instructions for use. PLM5s will maintain an inventory and facilitate
internal distribution of publications within the unit.

3. Unit Publications Control Point (UPCP). Those activities on direct distribution
for publications via MCPDS are the UPCP for that Conmand/ Directorate/ D vision/
Commodi ty. The UPCP exerts positive control and effects internal distribution of
publications and directives. Each Conmand/ Directorate/Division/Conmodity on-Iline
with MCPDS will designate in witing a manager for the UPCP. For those sections
utilizing MCPDS for technical publications only, the MMOw Il normally be the UPCP
For Commands and Directorates that are utilizing MCPDS for both mai ntenance and non
mai nt enance publications and directives, the MMOw Il work closely with the UPCP in
t he managenent of technical publications. The UPCP is responsible for the foll ow ng:

a. Determning quantities of publications and directives required by the
Command/ Di rectorate/ Division/ Coomodity and establishing the PL

b. Determning and effecting internal distribution for publications and
directives within the Command/ Directorate/ Division/ Commodity.

c. Coordination and conmmuni cation with all assigned publications clerks under
t he Conmand/ Di rect orat e/ Di vi si on/ Conmodity’ s cogni zance to maintain, store and
account for publications listed on the PL

4. Developing the Publication Control System A team assists the Commander/
Director/Division Head/ Commodi ty Manager in operating a systemto control
publications. The team consists of the UPCP, M MO, Responsible Oficers, conmmodity
managers and publication clerks.

a. There are a series of managenent tasks to devel op, operate and nanage within
a publications control system

b. The UPCP and the MVO work together to devel op the publications control
systemthat nmeets the m ni mum gui delines of this manual and those of higher
headquarters directives. There are four interrelated functional areas of the system

(1) Publications allowance control - (which publications are required).

(2) Internal distribution control - (how publications are handled to ensure
that the right publications get to the right place in the right quantity).

(3) Inventory control —(how publications are nmaintained once they are in
the library).

(4) Requisition control - (how publication shortfalls are replaced).

c. Step by step procedures to establish positive publications control in
mai nt enance functional areas can be found in MCO P4790. 2C, appendi x B and MCO P5600
31F, chapter 3.

7012. DI SPOSI TI ON OF EXCESS PUBLI CATI ONS

1. Material not Authorized for Return to Stock. The follow ng categories of
publications will be disposed of locally in the best interest to the governnent.

a. (Obsolete or unserviceable publications.
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b. Publications of obvious small cost; e.g., normally | ess than $50.00. The
intent is to dispose of all printed matter locally when the value thereof is |ess
than the adm nistrative cost involved in returning the material to stock

c. Publications not listed in the SL-1-2/1-3, except for current joint and
ot her service publications, exceeding a value of $50.00 should be reported to the
CMC (ARE) for determ nation of possible usage by other services.

2. Material Authorized for Return to Stock. Al material returned to stock will be
in “issue ready” condition w thout changes inserted therein by other than the
original printing process and listed in the SL4+-3.

a. Publications in significant quantities; e.g., 10 or nore copies, may be
returned to the stock point for reissue.

b. Al serviceabl e binders.

3. dassified Publications. Cassified publications will be disposed of |ocally per
OPNAVI NST 5510. 1, Department of the Navy Information Security Program Regul ati ons.
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CHAPTER 8
MAI NTENANCE RELATED PROGRAMS AND FUNCTI ONS
8000. GENERAL. Mai ntenance personnel provide the input and i nformati on which

generates mai ntenance rel ated Marine Corps progranms. Al maintenance personnel will
be cogni zant of the followi ng prograns and pertinent directives.

8001. MAI NTENANCE RELATED PROGRAMS

1. UniformCriteria for Repair Cost Estimates used in Determ nation of Econom cal
Repair is established by MCO 4710.8F for the repair or replacenent of engineer

equi prent. Equi prent subject to this evaluation will be forwarded to CSSG 1 for this
det erm nati on.

2. Calibration Program Criteria is established by MCO 4733.1B. Commodity managers
wi Il ensure that the equipnent requiring calibration is turned into CSSG 1
calibration |ab.

3. Mdification Control Programis established by reference (b) and this Mnual .

4. Recoverable Itens Programis established by MCO P4400. 82F for the recovery,
evacuation or disposal of equipnment. CSSG2 is assigned the responsibility for
initiating Recoverable Itens Replacenent (RIR) actions.

5. Quality Assurance (QA) and Quality Control (QC) Programis established by MO
4855.2 and MCO 4855.6 for inproving service support rendered by MARCORLOGBASES.
Mai nt enance personnel will perform acceptance LTlI’s on equi pnent received and
conplete QA QC forns provided.

6. Secondary Repair Programis established by UN 4400-125 and MCO P4400. 82F, for
t he repair/exchange of controlled itens. CSSG 1 is assigned float responsibilities.

7. Quality Deficiency Report (QR) Programis established by MO
4855.1 0B for identifying manufacturing deficiencies and unsatisfactory performance.
Operation and mai nt enance sections directly contribute to this program

8. Support Activities Supply System (SASSY) is described by MCO P4400.126, UN
4400. 124 and MCO P4400. 82F for the acquisition of repair parts and ot her supply
requi renents. CSSG 1 has the responsibility for ATLASS and SASSY support to

mai nt enance.

9. Marine Corps Integrated M ntenance Managenent System (MM MS) Programis
establ i shed by references (a), (b) and UN 4790-5.

10. Marine Corps Autonated Readi ness Eval uati on System (MARES) Programis
est abl i shed per MCO 3000. | 1B.

11. Inspection, Testing and Certification of Tactical Ground Load Lifting

Equi pnent. All equi pnent commonly referred to as weckers, forklifts, retrievers,
A—franes, chain hoists and wi nches which are used to Iift [oads vertically, wll
have an Annual Condition Inspection. This inspection is to ensure that the overall
structure, nechanical, hydraulic, and electrical conponents of the equi pmrent have
been maintained in a safe and serviceable condition and are functioning properly.

a. Load testing is required only for cranes and aerial personnel devices.
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b. Load testing on all equipnment is required either PRRORto initial use or to
EXTENSI VELY REPAI RED OR ALTERED | oad bearing devices, aerial personnel devices and
cranes (for clarification see MCO P11262.2 dated 1 February 1991).

12. New Equipnent. Periodically, the Conbat Center will receive new itens of

equi prent. Special requirenments exist for the introduction to such itens.
Headquarters Marine Corps will publish Advance Logistics Orders (ALO and Support
Concepts which will provide directions covering mai ntenance, publications and
training. TM 4700-15/1 G requires that all new equi prent have an Acceptance Limnted
Techni cal | nspection conducted by mai nt enance personnel upon receipt.

13. Preventive Miintenance Stand Down. The ultimate responsibility for equi prent
readi ness rests with the CG The key to a high state of equi pnment readiness is an
ef fective PM program Accordingly, sections can request a PM stand down (m ssion
permtting) which will provide an excellent neans to conduct operator, mechanic and
technician training. To be effective, PMstand down day/periods must contain the
foll owi ng features:

a. Command presence.
b. Mximum availability of assigned operators.
c. Operators nust be provi ded adequate tools and protective clothing.

d. Equi pnent nust undergo detailed quality control inspection procedures at the
conpl etion of operator maintenance.

14. Tenporary Loan of Equi pnent

a. Information. The mi ssion of the Conbat Center requires the tenporary |oan of
equi prent to units assigned training e.g., CAX. It is the purpose of this paragraph
to provide procedural guidance with respect to the tenporary |oan of equipnent. The
procedures presented herein may have to be nodified fromtinme to tinme dependi ng upon
the nature of the tenporary | oan conmtnent; however, in each instance where
nodi fication of the procedures is necessary, supplenmentary gui dance will be provided
by the Conbat Center.

b. Preparation of Equi pnent

(1) Al equi pnment nust be serviceable and clean. Al required nmai ntenance
nmust be performed and nodifications applied, reported and recorded. Equi prent
requiring calibration nmust be calibrated. The next calibration nmust not be due
during the operational use by the borrowing unit unless the period of tenporary |oan
i s extended.

(2) The presence of ancillary SL-3 equipnment will be at the m ni mumrequired
to effectively operate/use the end item The presence of SL-3 equipment will be
annotated during the joint LTI of the equipnent and on appropriate supply docunents
supporting the tenmporary | oan

(3) To preclude the possibility of |oss of the original equipnment record
jacket, a duplicate record jacket will be provided to the borrowing unit and wll
acconpany the equi prment for turnover. The original record jacket will be kept by the
commodity area. The duplicate record jacket need not be conplete, but only contain
t hat baseline information which the borrowing unit may need to maintain the
equi prent during the tenporary | oan period. Upon return of the equipment,
information will be transferred fromthe duplicate to the original equipnment record
jacket. The record’ s absence/presence will be annotated on any inspection perforned
on that equipment. A joint LTI will be conducted by the two parties to determ ne
serviceability and conpl eteness of the equipnment, prior to the tenporary |oan and
upon return. The LTI formis to be annotated w th di screpancies found and any
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m ssi ng accessory equi pnent, record jackets, etc. The joint LTI will be signed by a
technically qualified officer/NCO representing both parties.

(4) Serialized equipnent is readily tracked; however, there are
nonserialized items which may be required for |oan. These itens nmust be
appropriately marked/ pai nted/stenciled with a control nunber (owning unit AAC and a
three digit identification nunber, e.g., 35014001) would indicate the first item of
t hat TAMCN bel ongi ng to the Exerci se Support Division. These control nunbers wll
not be renoved fromthe equi prent.

c. Turnover of Equi pnent

(1) Ajoint LTI will be conducted to ascertain the serviceability of the
tenporary | oaned equi pnent as well as the presence of the equi pnent record jacket
and ancill ary equi prent.

(2) Should the equi pnent be determ ned unserviceable or require extensive
mai nt enance, the equipnment will be replaced by a serviceable like item

(3) If the tenporary loaned itemis accepted by the borrowi ng unit, the
section will maintain a copy of the joint LTI (original) in the equi pnent record
jacket. These LTlI's will be used for conparison with the LTI's conducted upon
turn—+n fromthe borrowi ng unit.

(4) The section will ensure that normal supply accountability transactions
occur upon turnover of equipnent to a borrowing unit by the Supply Oficer.

d. M ntenance Support

(1) The borrowing unit will conduct PM services required during the period
of temporary loan and will record the service conducted on the tenporary record
jacket. (A copy of the EROEROCSL will be filed in the tenporary record jacket.)

(2) The borrowing unit will provide the section with pronpt and appropriate
readi ness status.

(3) The borrowing unit will conduct all authorized |evels of maintenance and
wi || ensure evacuation of the equipment to CSSD supporting the exercise.

(4) The borrowing unit is responsible for providing a chargeable JON for
necessary organi zational maintenance on any equi pnent or for any repl acenent of | ost
or m ssing equi prent or ancillary equi prment.

(5) The borrowing units will conduct all required investigations, as
necessary during the tenporary |oan period. The equi prment nust be inducted into the
appropriate mai ntenance cycle in a tinmely fashion. This nmay be done upon the
Investigating Oficer’s annotation on the ERO that the equi pnent has been rel eased
for repair.

€. Return of Tenporarily Loaned Equi pnent

(1) The borrowing unit will ensure that the equipnent is clean, that all
organi zati onal maintenance is conplete, and that all ancillary equi prent and record
j ackets, |og books, etc., are present.

(2) Equiprment will be returned to the section fromwhich it was borrowed
unl ess ot herw se directed.

f. Miintenance Cost Acquisition. Occasions will arise which will require the
capturing of fiscal information with regard to the borrowing unit’s use of
equi prent. This information is useful, not only froma budgetary point of view but
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provi des answers to cost paranmeters where future commtnents by this and hi gher
headquarters are concerned. \Wen it becones necessary to record cost information,

t he MCAGCC Comptroller will issue appropriate JON s and specific guidelines relative
to the use of the assigned JON s by those units participating in the designated
commitment or operation, to include the use of those JON s by the I MA. The assi gned
JON's will be annotated in the appropriate section of the remarks bl ock of the ERO
and will be utilized on all supply requisitions for required repair parts and/or for
mssing items generated as a result of the tenporary | oan.

g. Duration of the Tenporary Loan. Tenporary |oans directed by higher
headquarters will specify the duration of the tenporary | oan.

15. Joint Ol Analysis Program (JOAP)

a. The unit Mintenance Oficer shall coordinate the JOAP within the section
and ensure that the contents of TI 4731-14/1B are inpl enented.

b. The Mintenance Managenent O ficer shall ensure that scheduling procedures

for the oil analysis program be established. These procedures wll be independent of
normal preventive mai ntenance schedul i ng.

8002. ENVI RONMENTAL PROTECTI ON

1. Conbat Center Order 5090.1, and CCO 5090.2 establish guidelines and assign
responsibilities for the managenent and protection of natural resources and the
envi ronnent aboard MCAGCC.

2. Al commands and organi zati ons aboard the Conbat Center nust conply with
Federal, State and Local Environmental Laws. This obligation, per OPNAVI NST 5090. 1
(NOTAL) and MCO P11000.8 (NOTAL), includes conpliance with the National

Envi ronnental Policy Act (NEPA), Council on Environnmental Qality (CEQ, the
Endanger ed Speci es Act, the Resource Conservation and Recovery Act (RCRA), the

Conpr ehensi ve Environmental Response Conpensation and Liability Act (CERCLA), the
Toxi ¢ Substance Control Act (TSCA), and other executive orders and | aws. |ndividuals
who violate the provisions of these Orders and Acts will be held personally |iable
for civil and crimnal penalties and fines as well as inprisonnment for violation of
the laws |isted above.
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APPENDI X A

SPECI FI C DUTI ES OF THE COMVAND/ DI RECTORATE/ DI VI SI ON' MAI NTENANCE

MANAGEMENT OFFI CER ( MVD)

DUTY

Updat e mai nt enance aut horization letters.

Initiate action for |ost yellow copy of the ERQ
Periodically review cormmodity mai nt enance records.
Distribute MMV reports to the commoditi es.

Coor di nat e mai nt enance/ supply reconciliation.

Val i date M MVB reports.

Moni t or conmodity nodification control program
Conduct periodic T/E review.

Moni t or conmodity calibrations control program

Moni tor repair parts requisitions.

Consolidate |ists of personnel authorized to receive parts.

Eval uat e PEB/ OPSTK requi renents.

Mai nt ai n FLOAT cat al og.

Reconci | e FLOAT back orders.

Coordi nate supply reconciliation.

Moni tor conmodity tool control program

Direct and-inspect the units maintenance training program
Conduct rmmai nt enance supervi sor’s training.

Continual ly inspect commodities maintenance functions and
records.

Establ i sh and maintain the units QDR program

Advi se the conmmander/Director/Di vision Head in the proper
pl acenent and utilization of maintenance facilities.
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APPENDI X B

SAMPLE PRI ORI TY UPGRADE LETTER

( HEADI NG
4790
(Code)
(Dat e)
From
To: Conmmandi ng O ficer, Conbat Service Support G oup-1 (MU

Subj : UPGRADE OF PRI ORI TY/ CATEGORY CCDE

1. This is to informyou that the priority/category code of the foll owi ng ERQS)
have been changed as i ndi cat ed.

UNILT ERO CSSG 1 ERO UPGRADED CAT CODE UPGRADED
PRIORITY
2. The point of contact for this organization is at
ext ensi on
Si gnature

cODr/Dv Head
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APPENDI X C

MAI NTENANCE PROCEDURES | N GVED AND FACI LI TI ES MAI NTENANCE
(ENG NEER EQUI PMENT NMAI NTENANCE)

1. Policy. Due to the comercial nature of GVED and Facilities Mintenance

(Engi neer Equi pnent Mi ntenance), these two sections are not supported by the

M MV5- AI'S. Therefore, none of the input or output reports required by this system
are utilized. Input responsibility will rest jointly with supply and mai nt enance
personnel to ensure accurate and tinmely subm ssion of data to ensure conpl ete and
proper mai ntenance efforts are expended. Validation, reconciliation and utilization
of these reports will be acconplished per CCO 4790.2 and current directives.

2. Record Procedures

a. Shop Repair Order (NAVFAC 9-11200/3A). The shop repair order (SRO wll be
used to request the performance of all equi pnent mai ntenance to include contract
mai nt enance, warranty repairs, fabrication and LTI's on all conmercial equi prent
within GQVED and Facilities Mintenance. Miintenance personnel will use the SROin
all instances where either repair parts or resources are required in the performnce
of requested mai nt enance.

(1) The SROw Il be prepared by the vehicl e/ equi pnent inspector per TM
4700-15/1G and will be reviewed by the Mintenance O ficer for accuracy.

(a) The white copy is the original and will be filed with the parts
i nvoi ces when the work is conplete. It will be retained in the record jacket for the
life of the equipnment for historical data.

(b) The yell ow copy, after being signed by the authorized individual of
t he mai ntenance activity, is the responsible officer’s receipt for equi pnent while
it is in the maintenance activity. It will be retained until the equi pnent being
repaired is returned, then it will be destroyed.

(c) The green copy will be utilized by the shop records clerk and fiscal
cl erk.

(2) Criteria for Opening an SRO

(a) An SROw Il be opened for PM CM contract maintenance, or | oadtest.
(b) A category code “N' SROw Il be used for noncritical naintenance.
(c) A category code “N' SROw Il be used for schedul ed mai nt enance.

(d) A category code “P" SROw Il be used for critical naintenance.

(3) The conpleted SROwith its corresponding parts invoices will be a
conpl ete record of mai ntenance acti on.

(4) Priorities commensurate with a category code will be assigned as

fol | ows:
CATEGORY
CODE DEFI NI TI ON PRIORI TY
P Critical repairs which deadline 07 (when precludes acconplish
t he equi pnment or a of m ssion)
safety violation 09 critical repairs but does

not prevent m ssion
acconpl i shment .
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CATEGORY
CCDE DEFI NI TI ON PRIORI TY
N Non—€riti cal nmi nt enance 14
N Shop Over head 14

(5) The SROwi Il be prepared by the vehicl e/ equi pnent inspector per TM
4700-15/1G The Mintenance O ficer will review the SRO t hroughout the nmai ntenance
cycle e.g., cat code and priority changes, status changes to ensure all entries are
entered correctly.

b. SRO Shopping Transaction List (SROSL). The SROSL will be used by GVED and
Facilities Maintenance for repair parts transactions, contract services, e.g.,
gl ass, rebuilds, paint, tools, POL, and commercial publications, warranty services
and cal i brations of equipnent.

(1) Parts Transactions

(a) The SROSL will be prepared by the nechanic as soon as parts
requirenents are identified. The nechanic will provide as nmuch data as needed by
COPARS to requisition the correct part.

(b) The mechanic will provide the part nunber fromthe repair part if
avai | abl e and required.

(c) When the SROSL is completed, it will be taken to the shop chief to
ensure correctness and data stanp.

(d) Parts that are not a direct issue will be given an estimte delivery
date. This date will be approved by the Mi ntenance O ficer or Mintenance Chief.

(e) The Heads, GVED and Facilities Mintenance nust approve all 07 SROSL
transacti ons.

(f) The SROclerk will distribute the copies in the foll owi ng nanner:

=

Oiginal to COPARS.

2 Copy to SRO cl erk.

3 Copy maintained with SRO until conpletion.

4 Copy to layettes (filed in SRObin) is a partial issue.
(2) SROSL Contracted Services. WII be those services that cannot be

performed wi thin GVED/ FacMai nt because of |ack of mmintenance resources or require
warranty repairs.

(a) Warranty Repairs

=

Itemis determ ned to be under manufacturers warranty.

2 SROSL is prepared and submitted to GQVED/ FacMai nt supply annotating
“Warranty Repairs.”

3 Supply prepares DD Form 1149 for subm ssion to purchasing and
contracting office.

4 Purchasing notifies GVED/ FacMai nt supply of warranty deal er.



FaclMai nt .

(b)

Servi ces.
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jon

Subject itemis repaired at authorized dealer and returned to GwW

6 SROw Il be annotated with civilian repair information.

Contracted Services (BPA)

1 Maintenance O ficer/Shop Chief determines itens require contracted

2 Submits SROSL and as much descriptive data as possible e.g.

repl ace wi ndshield, repair radiator, body work, paint to section supply.

i s placed.

i nf ormati on.

(c)

Jow

I f under $2,500.00 and an aut horized dealer is avail abl e BPA cal

4 Iltemis transported to dealer for repairs.

Sltemis returned and SROis annotated with civilian repair

Contracted Services (Purchasing and Contracting)

1 Maintenance O ficer/Shop Chief determ nes itemrequired

contracting services.

and Contracting

repair.

(d)

capabilities.

Servi ces.

N

Submits SROSL and as much descriptive data to unit supply.
3 Itens are nore than $2, 500. 00.

4 Unit Supply Chief prepares DD Form 1149 and submits to Purchasing
for contract awarding.

5 Contract is awarded and itemis evacuated to contractor for

6 Itemis repaired and returned to GVED/ FacMai nt .
7 SROis annotated with civilian repair information

Calibration

=

Itemidentified as requiring calibration services beyond CSSG 1

2 SROSL prepared annotating services required.

Jow

DD Form 1149 submitted to Purchasing and Contracting requesting

[

Contract awarded and service technician perforns calibration

5 SRO annotated with civilian calibration information



ZAQD —
QZBCO -
QZECO -
QZFQO -
QZGoO -
azl QO -
QzJ 00 -
QZKQO -
QZLCO -
QZL50 -
QZMOO -
QZSCO -
aZYQO -
QrzQoo -

QzZ50 -

99

D99

99

99

HI99

99

99

99

49

99

R99

X99

99

49

99

MAI NTENANCE MANAGEMENT SOP

APPENDI X D
ERO MATRI X

ENG NEER ( SL—3)

ENG NEER (CM PM)

COVMUNI CATI ONS/ ELECTRONI CS ( SL- 3)

TEECG COWM ELCT

COWM ELCT (CM PM)

OPTI CAL/ ELECTRONI CS ( CM PM)

GENERAL SUPPLY

TEECG ( SL-3)

MACHI NE SHOP

VEELDI NG SHOP

MOTOR TRANSPORT (CM PM)

ORDNANCE (CM PM (TANKS, AAV, LAV, ARTILLERY, SMALL ARVB)

CALI BRATI ONS

MOTOR TRANSPORT/ ENG NEER ( PEB)

ORDNANCE ( PEB)

D
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APPENDI X E
RECONCI LI ATI ON AND VALI DATI ON OF DAI LY REPORTS

1. Daily by MMM clerk (weekly by Mintenance Supervisor and biweekly by Section
Mai nt enance Managenent O fi cer)

a. Reviewthe Daily Transaction Listing (DTL); research, correct and resubmt
for:

(1) Transactions processed with noncritical errors.
(2) Transactions that did not process.

b. Reviewthe Daily Progress Report (DPR); research, correct and resubmt
changes for:

(1) Qutdated job status.
(a) Over 10 days.

1 Awai ting inspection.

N

I nvestigation in progress.

Jow

Repai rs returned.

[

Pi ckup hi gher echel on.

jon

Repairs conpl ete.

o

Awai ti ng evacuati on.

I~

Pendi ng washout .

Joo

Di sposition instructions received.
9 Evacuati on washout.
(b) Over 15 days. WR submitted (Priority 03 and 06).

(c) Over 10 days for conbat essential equipnment and 30 days for mission
essential equi prment.

1 Inspection in progress.
2 Repairs in progress.

3 Short test.

4 Short space.

5 Short tech.

6 Short funds.
(d) Over 20 days. WR submitted (Priority 13).
(e) Over 30 days.

1 Aboard ship.
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2 Awai ting equi prent.
(2) Inproper job status.
(a) Unit recall for Category Code “M “X' or “P.
(b) Short parts with no valid supply docunents.

(3) Exceeded Days Deadlined Criteria of 90 days for secondary repairables
and 180 days for end itens.

(4) TAMCN missing or w ong.

(5) Serial nunber mssing or wong.
(6) I D nunmber m ssing or wong.

(7) Nomencl ature m ssing or w ong.

(a) Category Code “C’ ERO s will have the nonencl ature changed to
reflect the nonenclature of the conmponent and the Base ERO nunber.

(b) Category Code “K' ERO s for itenms of equipnent which are conmponents
of an end itemw ||l have the nomencl ature changed to reflect the nonencl ature of the
actual piece of Test, Measurenent, or Diagnostic Equi pnent (TNDE).

(8) Quantity missing or wong.

(9) Category code incorrect.

(10) Echel on incorrect.

(11) Defect code incorrect.

(a) The followi ng defect codes will not be used:

1 “NVAJ - MNR' (except for acceptance LTIS).
2 “NA.
3 “UNK".

(b) Defect codes of “NVAJ” or “MNR" will not be used with Priority “06”
and “03” ERO s.

(12) Job status incorrect.

(13) Exceeded Required Delivery Date for all EROs which are not in a job
status of “Repairs Returned.”

(14) Priorities between the ERO and open supply docunents incorrect.

(a) No supply docunent priority will exceed that of the
ERO.

(b) When the job status is “Short Parts” at |east one open supply
docunent will equal that of the ERQO

(c) ERO s may be downgraded to Priority “13” - Category Code “N when
“Repair Conplete” or “Repair Returned” Job Status while awaiting for receipt dates
on open Priority “03” and “06” supply docunents.
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(15) Skel eton records are created when supply docunments post to the
M MVS-AI'S and the EROis not currently resident in the MM M- Al S.

(16) Inproper Assignnent of Non-M ssion Capabl e-Supply (NMCS) Indicators.

(a) NMCS indicators will only be assigned to priority “03” and “06”
supply docunents for conbat essential itenms of equipnent.

(b) NMCS of “9” will only be assigned to priority “03” supply docunents
for itenms conmbat essential equi pnent which are deadlined.

(c) NMCS of “N'" will only be assigned to ERO s that have a current
Deadl i ne Control Date.

(d) When a Deadline Control Date exists on the ERO NMCS indi cators of
“N’ and “E" may be used as long as at |east one supply docunment is NMCS “N.”

(e) When a Deadline Control Date does not exist, NMCS of “N' will not be
used.

(18) Open priority “03” and “06” supply docunents w t hout an NMCS i ndi cat or
of “9”, “N or “E’ as applicable.

(19) Open supply docunments with reject/cancellation status, |onesone
demands, or outdated status. Use the Appendix H of this Manual to nonitor supply
st at us.

(20) National Stock Nunmber (NSN) is m ssing.

(21) Sequence job status to reflect ACCURATE reporting.

2. Weekly by the Miintenance Oficer

a. Review the Weekly Oming Unit TAM Report; research, correct, and submt
changes for:

(1) Higher, lower, or adjacent work ERO m ssing.
(2) Does not correspond with higher, |ower, or adjacent work ERO

(a) Defect codes must match for all category codes “M, “X', “P", “K’,
or “N° ERO s at each echel on on mai nt enance.

(b) Category Code “C’ ERO s at organizations other than RUC “M35014”
still require a nonmenclature of the components nonencl ature and the Base ERO nunber.

(c) When the job status of “UNIT RECALL” is used on 3d echel on ERO s,
“Unit Recall” will be used on second echel on ERO s.

(d) The RDD on other than RUC “M5014” cannot be exceeded.

(e) The RDD of the ERO s at other than RUC “M35014” cannot be
dupl i cat ed.

(3) Duplicated with another ERO - No nore than one category code “M, “X' or
“P’, ERO may exist for a specific itemof equipnment at each echel on of nai ntenance.

b. Review the Wekly LM2 Report (if applicable); research, correct, and submt
changes for:



MAI NTENANCE MANAGEMENT SOP

(1) Al items of equipnent listed in the MCBul 3000 (owned by the unit) that
are not resident on the LM2 Report.

(2) Incorrect anpbunts possessed/ aut horized.
(3) Incorrect remarks.

(a) Show docunent nunbers for all LM reportable itens of equi pment
whi ch are on order.

(b) Show action being conducted for all
short ages/ overages of LM2 reportable itens of equi pnment.

(c) Show action being taken for deadlined itenms of LM2 reportable itens
of equi pment which exceed 180 days deadl i ned.

(d) Show serial nunbers of all LM2 reportable itens of equi pnent which
are inducted into the CRSP and R&E prograns.

(e) Any other remarks required by higher headquarters.

(4) That all EROs on the LM2 match up with a category code “M on the
Weekly Oaning Unit TAM Report.

c. Conpare the DPR and the nbst current Miintenance Fl oat Backorder Listing to
ensure that M3A docunents are resident on both the DPR and the Backorder Listing.
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APPENDI X F
SAMPLE LETTER FOR PRE- EXPENDED BI N ( PEB)

AUTHCRI ZATI ON

( HEADI NG
4400
( Code)
(Dat e)
From
To: (Section A Q)

Subj : PRE- EXPEND BI N AUTHORI ZATI ON
Ref : (a) CCO P4790.2C
Encl: (1) PEB Listing

1. Per the reference, repair parts listed in the enclosure are authorized to be
held in the Pre-Expend Bin for (section).

2. This authorization will supersede all previous PEB authorizations.

Si gnature

CO Director/Division Head
Copy to:
MVO ( Command/ Di r ect or at e/ Di vi si on)
CCVMO

F-1



NSN

LOCATI ON
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PEB LI STI NG
NOVENCLATURE O/A ROP Ul

uP

T/ P

F-2
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APPENDI X G
MAI NTENANCE/ SUPPLY WORKSHEET
Dat e:

To:

Subj :

1. It

DOCUMENTS TO BE CANCELED, TRANSFERRED, OR SCROUNGED

is requested that the action indicated under the action columm be taken

for each document.

ERO #

Qry DCC # ACTI ON AUTH NEW ERO # NSN




STATUS

A-Z/ Z-9

BS

BA/ VB

BB/ VP

BD
BF

BG

BH

BM BZ

BV
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APPENDI X H

SUPPLY STATUS CODES

TYPE
Lonesone demand
Mode of Shi pnent Code

In receipt of follow up
transacti on

Rel eased for shipnent

Backor der ed

Suspended
SOCS has no record of Docunent

NSN, U/ 1, or Part # has been changed

Substitution

Qy changed to conformto unit
pack.

Passi ng St at us

Procured for direct shipment.

Rej ect ed.

Rej ected - unable to identify
requested item

Rej ected - incorrect SCS.

Rej ected - item coded “Cbsolete.”

ACTI ON
Fol | ow—dp 15 days
Reconcil e with supply as required.

Fol | ow-up 10 days if additi onal
status is not provided.

Ml -followup if not rec’d in 25
days. CQutside source of supply (SOS)
- followup in 10 days if node of
shi pment code has not been provided.

PRI - 13/ SOS MClI- good forever All
PRI’ s/ out si de SOS —check ESD

Fol | ow-up in 10 days.
Cancel and resubmit.

Revi ew date provided, follow up if
nmore current status is not provided
in 10 days.

Review new item |f substitute item
doesn’t neet requirenents, cancel
and resubmt with “2B" advi se code.
If new itemdoesn't neet criteria
then foll owdp if nore current
status is not rec’d in 10 days.

Foll ow—dp if nore current status is
not received in 10 days.

Followup if nore current status is
not received in 10 days.

Check ESD.

Message will follow to advise
corrective action.

Check NSN and part nunber to ensure
that proper info is being submtted
and resubmit.

Check to see if itemis DSSC item
If it is a DSSCitemtry to procure
through DSSC. If “NIS” chits on
file then reorder with a “2A” advice
code.

Reorder with a “2F" advi ce code.

H1
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APPENDI X |
MAI NTENANCE MANAGEMENT PUBLI CATI ONS

A Mnimumrequirenents for MMJ s.

MCO P4790.1 B M MVS | NTRODUCTI ON MANUAL

MCO P4790. 2C M M M5 FI ELD PROCEDURES MANUAL

MCO 3000. 1 1B MARES | NTRODUCTI ON POLI CY MANUAL

MCBUL 3000 TABLE OF AUTOVATED READI NESS EVALUATI ON SYSTEM
UN—4790-5 MMM (A'S) FSSS

CCO P4790. 2B COVBAT CENTER MAI NTENANCE MANAGEMENT STANDI NG OPERATI NG PROCEDURES
CCBUL 5000 REI NVENTI ON LABORATCRY

NAVMC 1017 TABLE OF AUTHORI ZED NMATERI AL

TM 4700-15/1 G EQUI PMENT RECORD PROCEDURES

MCO 4855.1 OB QUALI TY DEFI Cl ENCY REPORT

MCO P5600. 31F MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS
MCO P5215.1 G MARI NE CORPS DI RECTI VES SYSTEM

MCO P4733.1 A MARI NE CORPS TMDE CAMP

B. Mrine Corps publications indexes. The follow ng publications i ndexes and
checklists are published for the guidance of all concerned in maintaining their
publications files up-to-date.

1. Mrine Corps Bulletin 5600 Series. Marine Corps War Fighting Publications
St at us.

2. SL-1-2, Marine Corps Stock List (SL). Index of Authorized Publications for
Equi pnent Support.

3. SL-1-3, Marine Corps Stock List. Index of Publications Authorized and Stocked by
t he Mari ne Corps (PASM).

4. NAVMC 2761 - Catalog of Publications. This categorizes publications in PCN
sequence and this information aids the Commander and desi gnated representatives in
determining the variety of publications avail abl e.

C. Li st of maintenance/ mai nt enance nmanagenent publications. The following Iist of
publications are referenced throughout this manual. MMO s and Commodity Managers
will maintain those publications that are applicable to their maintenance functions.

PUBLI CATI ON SUBJECT

MCO 1510 SERI ES | NDI VI DUAL TRAI NI NG STANDARDS
MCO 3000.11B MARES

MCO 4400. 16G MUMVE/ PRI ORI Tl ES

MCO 4400. 147 SOQURCE OF SUPPORT FOR PART #

CCO 4855. 2 QUALI TY ASSURANCE



PUBLI CATI ON

MCO 4855. 6

MCO 4855.1 OB
MCO 8373. 2

MCO P1200. 7
MCO P4400. 82F
MCO P4400. 84
MCO P4400. 126
MCO P4733.1B
MCO P4790. 2C
MCO P5215.1 G
CCO P5215. 17
MCO P5600. 31F
MCO P11000. 8
UN 4400124

UN 4400- 125

UN 4790-5
NAVMC 2761
SECNAVI NST 5210. 11
CPNAVI NST 5090. 1
JAG NST 5800. 7
CCO 5090.1 & 2
CCO P5100. 15
TM 4700—+5/1G
TI 4731-324/1B
TI 4733 SERIES
TI 4733-45/11
TI 5600 SERI ES
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SUBJECT

MARCORLOGBASES | NFO

QUALI TY DEFI Cl ENCY REPORT
AUTHORI ZED MAI NT/ RTE TOCLS
MOS MANUAL

W R/ SELECTI VE | NTERCHANGE
M2DI FI CATI ONS | NFO

SASSY

CAL| BRATI ONS

M WVS FI ELD PROCEDURES MANUAL
MARI NE CORPS DI RECTI VES SYS
MARI NE CORPS TECHNI CAL PUBS
PUB & PRI NTI NG REGULATI ONS
NREA

SASSY USERS MANUAL
SECONDARY REPAI RABLES

M MV5 USERS MANUAL

CATALOG OF PUBLI CATI ONS

DON STANDARD SUBJECTS

NREA

I NVESTI GATI ONS

NREA

SAFETY

RECORD KEEPI NG PROCEDURES
JONT OL ANALYSI S PROGRAM
CAL| BRATI ONS | NFORMATI ON

| WCEP

PUBLI CATI ONS | NFORNVATI ON



